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Summary. This regul ation prescribes policies and procedures
relative to the daily operation of the Departnent of Defense
(DOD) Student Testing Program (STP). It includes the substance
of what were four USMEPCOM regul ations for the STP.
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Applicability. This regulation is applicable to all activities
of the United States MIlitary Entrance Processi ng Command
(USMEPCOM) and provi des procedural guidance and adm ni strative
information to the recruiting Services.

Suppl emrent ati on.  Suppl enentation of this regulation is prohi-
bited without prior approval of Headquarters, United States
MIlitary Entrance Processi ng Command (HQ USMEPCOM), ATTN.  MOP-
TD, 2500 Green Bay Road, North Chicago, Illinois 60064-3094.

Interimchanges. Interimchanges to this regulation are not
official unless they are authenticated by Director, Information
Managenent Directorate, HQ USMEPCOM Users will destroy interim
changes on their expiration dates unl ess sooner superseded or
resci nded.

Suggested i nprovenents. The proponent agency of this regulation
is HQ USMEPCOM ATTN. MOP-TD. Users are invited to send
coments and suggested i nprovenents on Departnent of the Arny
(DA) Form 2028 (Reconmended Changes to Publications and Bl ank
Forms) directly to HQ USMEPCOM ATTN. MOP-TD, 2500 Green Bay
Road, North Chicago, IL 60064-3094.

I nternal Managenent Control Program This regulation is subject
to the requirenents of USMEPCOM managenent control process. This
regul ati on contains managenent control provisions and identifies
key managenent controls that nust be evaluated. Key managenent
controls and the managenent control eval uation process are at
appendix B. This regulation conplies with the United States
Mlitary Entrance Processi ng Command (USMEPCOV) Reg 11-4
(I'nternal Controls).
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Chapter 1
CGener al

1-1. Purpose

This regul ati on prescribes policies, procedures, and responsi-
bilities for carrying out the functions of the Arned Services
Vocational Aptitude Battery (ASVAB) Student Testing Program
(STP), including program adm nistration, funding, training,
pronotion, and materials procurenent and distribution.

1-2. References
Required and rel ated publications, required and prescribed fornms,
and prescribed file nunbers are in appendi x A
1-3. Explanation of abbreviations and terns
Abbrevi ations and special ternms used in this regulation are
expl ained in the gl ossary.
1-4. Responsibilities
a. Director, Operations wll:
(1) Provide overall staff supervision and manageri al

support for all aspects of the STP and the Centers of Influence
(CA) Program

Vi
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(2) Develop a vision for the STP;, use as information
resources policy menbership in the Manpower Accession Policy
Wor ki ng G oup (MAPWG), Joint Recruiting Commanders Counci l
(JRCC), and the O fice of the Assistant Secretary of Defense
( GASD .

(3) Review and approve annual national nmarketing plan
(NWP), training plan, and budget; review and approve nationa
convention attendance and CO events.

(4) Keep JRCC and MAPWG aware of STP requirenents of the
recruiting Services; rally the nenbers of these groups to view
the STP as a joint endeavor.

(5) \Whenever practical, attend national conventions wth
t he Command educati on services specialist (ESS) and neke
statenents to educators on behal f of HQ USMEPCOM

(6) Advocate the STP as a m ssion-essential program

(7) Consult STP staff for historical information and
mar ket i ng perspective on the STP

b. Chief, Testing Division wll:

(1) Mintain staff supervision of the STP and advi se the
Director, Operations on all aspects of the STP.

(2) Oversee the day-to-day functioning of the STP. Use
t he Student Testing System dat abase, the MEPS (bligati on Wrkl oad
Execution Report (MOAER), Quantitative Information Conparison
(QuIC, Testing Operations Managenent Data (TOM D), and the
Student Testing Report (STR) to nonitor and evaluate the STP and
its resources. (A managenent control evaluation checklist is
provi ded at app. B.)

(3) Review and submt to the Director, Operations the NWP,
trai ning plan, budget, and annual plan for national conventions
and CO events.

(4) Brief the Director, Operations and the STP civilian
and mlitary staff on the STP at prescribed intervals and as
required.

c. Command ESS wil|l:
(1) Manage the STP at HQ USMEPCOM and advi se and coor -

dinate with the Chief, Testing D vision on all aspects of the
STP.

1-2
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(2) Develop training plans for all HQ USMEPCOM sponsor ed
courses, to include ESS orientation course, and national training
conference workshops for ESSs and mlitary entrance processing
station (MEPS) conmanders.

(3) Provide STP training to new MEPS conmanders and at the
Nat i onal Commanders Trai ni ng Conference.

(4) Devise goals and standards by which to neasure the
ef fectiveness of the STP

(5 Conpile input fromrecruiting Services and devel op an
annual national narketing plan. The purpose and guidelines for a
mar keting plan are found in appendi x C

(6) Establish policy and gui dance for conventions, CO s,
| ocal |y produced marketing materials, handi capped testing, hiring
of ESSs, and rel ated STP concerns.

(7) Critique advertisenents devel oped to pronote the ASVAB
Career Exploration Program (CEP) in educator periodicals.

(8) Review STP managenent tools (i.e., Quarterly Activity
Report (QAR), QulC, STR, and TOM D) for recogni zabl e trends;
assess likely inpact of apparent trends and nmeke reconmendati ons
for action to the Chief, Testing Division.

(9) Edit ASVAB proofs prior to subm ssion for printing.

(10) Approve MEPS ESS program participation to represent
the ASVAB CEP or STP at national conventi ons and conferences.

(11) Research and provide to the Command Sector Liaison
(CSL) ESSs information from pertinent educational studies and
or gani zati ons.

(12) Reviewthe CSL's after-action reports and assist in
resol ving any probl ens.

(13) Recommend to the Chief, Testing Division appropriate
conferences and conventions for national exhibit, and execute a
plan for participation in those approved.

(14) Oversee procurenent, printing, and distribution of
testing materi al s.

(15) Develop STP briefs, information papers, and speci al

1-3
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reports for presentation by the MEPCOM representative to groups
such as the MAPWG, JRCC, and Joint Recruiting Advertising
Program

d. CSL ESS will:

(1) Advise and assi st sector operations personnel in
support of Sector managenent of the STP. Advise the sector
commander on sector-w de STP policy and execution.

(2) Coordinate subm ssion of NMP input from MEPS through
sector. Conmuni cate NMP goals and objectives to sector for
di ssem nation to MEPS. Monitor and review individual MEPS mar -
keting plans to ensure that they support NWP goals and objec-
tives. (See app. C for marketing plan instructions.) Monitor
achi evenent of NWMP goal s and objectives through the use of STP
managenent tools (e.g., STP quarterly activity report, MMER
QI C, STR, and the STP software database).

(3) Provide training for MEPS conmmanders and ESSs on an ad
hoc basis. Serve as the sector representative at group HQ
USMEPCOM sponsor ed ESS trai ni ng.

(4) Pronote the ASVAB CEP.

(a) Coordinate regional conventions and CO events at
the direction of the sector conmander. Wen directed, nake
presentations or assist in identifying presenters for regiona
educat or conventions and conferences.

(b) Assist the MEPS ESSs with devel opment of presen-
tations at State and | ocal educator conventions and conferences
at the request of the MEPS conmander and/or sector conmander.

(c) Assist the sector commander and HQ USMEPCOM ESS i n
i ndentifying MEPS ESS who shoul d be tasked/funded to staff ASVAB
exhibits at the national conventions.

(5) Analyze the MEPS QARs and reconmend appropriate sector
action. Submt an executive sunmary of MEPS QARs t hrough the
sector commander to HQ USMEPCOM wi t hin 30 days followi ng receipt
of MEPS QARs.

(6) Review and recommend approval of the foll ow ng
mat erials submtted through sector testing and HQ USMEPCOM

(a) Al locally prepared ASVAB materials submtted by
t he MEPS ESS.

1- 4
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(b) Requests for CO funding.
(c) Local marketing plans.

(d) STP portions of MEPS annual budget subm ssion.
(e) Oher itens designated by the sector conmander.

(7) Mintain a roster of ESSs within the sector, with
t el ephone nunbers; revise and distribute the roster as needed.

(8) Review applications for MEPS ESS positions and nake
recomrendati ons to the MEPS commander; assi st the MEPS conmander
t hroughout the hiring process.

(9) Provide reports to the sector commander concerning the
STP, as required. Attend various neetings at the invitation of
t he sector commander, and provide briefings for neeting attendees
as required.

(10) Coordinate with the HQ USMEPCOM testing printing
of ficer on MEPS printing requirenents and distribution problens.

e. HQ USMEPCOM testing printing officer wll:
(1) Serve as the printing procurenment manager to:

(a) Procure pronotional literature and test nmaterials.
A description of materials is at appendi x D.

(b) Serve as the primary |iaison between HQ USVEPCOM
and the Governnent Printing Ofice, contracted printers, con-
tracted research agencies, procurenent officials, and vendors.

(c) Provide guidance for quality inspections by reci-
pi ents of ASVAB materials, and negotiate settlenent of conplaints
about quantity and quality discrepancies.

(2) ldentify, validate, and budget for MEPS printing
requi renents. Schedule the printing of all Departnent of Defense
(DOD) enlistnment and student testing printing naterials.

(3) Monitor contracts, review proofs, coordinate distri-
bution of pronotional materials, and verify receipt of controlled
test materials.

(4) Provide printing assistance, and quality contro
t hrough product sanpling and press inspections.

1-5
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(5) Troubl eshoot CSL-identified problens with printing
needs, quality, and distribution.

(6) Establish wth CLS annually the quantities of ASVAB
materials to be procured and distri buted.

f. Sector commander will:

(1) Review MEPS narketing plans and budget subm ssions
for the STP requirenents.

(2) Review the CSL budget requests for tenporary duty
(TDY) assignnents and support as desired/required.

(3) Provide guidance and establish quantitative standards
for a successful STP

(4) Hold the MEPS commander responsible for maintaining
establ i shed standards for the STP. Require periodic status
reports on the STP fromthe MEPS commander.

(5) Ensure the set goal s/standards are included in the
MEPS STP mar keting pl an.

(6) Recognize specific MEPS for successful mssion accom
pl i shnment .

g. MEPS commander will:

(1) Ensure the overall administration of the STPis in
accordance with the procedures, policies, and intent of this
regul ation.

(2) Review and approve the |ocal marketing plan and ensure
coordination with Interservice Recruitnment Committee (I RC) nmem
bers. Encourage | RC nenbers to support the STP as a cooperative
endeavor.

(3) Review and approve the |ocal training plan.

(4) Project budget requirenents for the MEPS STP; pri -
oritize expenditures where adjustnments nust be made.

(5 Report in witing within 2 weeks to the CSL (through
the sector commander), the hiring, resignation, or firing of a
MEPS ESS.

h. MEPS ESS will:

1-6
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(1) Report directly to the MEPS conmander.

(2) Manage and oversee the STP at the MEPS | evel ; coor-
dinate with the operations officer for resources in support of
t he STP.

(3) Uilize information resources such as educator or-
gani zations, State and |ocal boards of education, career inform
ation delivery systens and school districts; devise strategies
for pronoting the ASVAB CEP

(4) Preside over an | RC education subconm ttee conposed of
representatives fromall recruiting Services.

(a) Resolve or prepare for the I RC consideration issues
related to the STP

(b) Coordinate the devel opnent of the | ocal marketing
pl an.

(c) Maintain education subconmittee mnutes for at |east
2 years.

(5) Attend cluster neetings for training, as required.

(6) Assess needs for ASVAB training; devise |ocal training
pl an for personnel involved with the nmanagenent and marketi ng of
t he STP.

(7) Provide training to affiliated recruiting Service and
MEPS per sonnel .

(8) Estinmate line item budget costs for operating the MEPS
STP. Prepare the annual STP budget for subm ssion to the MEPS
comrmander .

(9) Present and exhibit at |ocal and State educator
conventions. Mnitor |ocal, regional, and statew de educati ona
I ssues.

(10) Coordinate State and | ocal CO events.

(11) Conduct on-site presentations to educators and educa-

tion officials. Train counselors to interpret test results.
Pl an and conduct sem nars and wor kshops regardi ng the ASVAB CEP

1-7
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(12) Attend the first avail abl e HQ USMEPCOM ASVAB ESS
orientation course, and attend other training as deenmed necessary
by the MEPS or sector commander, and by the Director, Operations
Directorate (HQ USMEPCQOM .

(13) Documnent school visits using the STP trip report in
the STP software database or simlar format. Mintain historical
files of all schools within the MEPS boundary. Mintain for 2
years under file nunber (FN) 601 reports of all trips, visits to
educat ors, and conference attendances.

(14) Conduct ASVAB pretest activities at schools. Wen
requested by school officials, assist student groups in inter-
preting test results.

(15) Provide logistical information to the MEPS commander
and the I RC regardi ng educational testing, scheduling, problens,
and other itens of concern.

(16) Participate in ASVAB-rel ated activities in the
educational conmunity (i.e., career days, scheduled or called
nmeet i ngs of gui dance counselors, CO events sponsored by re-
cruiting Services, and educator orientation visits).

(17) Conpile specific statistical reports fromthe STP
software program MEPS conputer system and the Qul C anal ysis too
as required for the MEPS conmander and the I RC

(18) Submit the MEPS student testing QAR through sector to
CSL ESS NLT the 15th of the nonth follow ng the quarter being
reported, using USMEPCOM Form 601-4-9-R-E (Student Testing
Program Quarterly Activity Report)(RCS: MOP-7). (See app. E for
instructions for conpleting this form) A copy will be
mai ntained in the MEPS for 3 years under FN 60la, and for 2 years
at HQ USMEPCOM

(19) Forward all locally prepared ASVAB naterial s through
sector to the CSL ESS for approval, including but not limted to
information flyers, pronotional itens and publicity itens. Keep
all approved sanples on file for 2 years for Inspector Genera
revi ew.

(20) If designated the STP representative to the State
departnent of education (see app. F), establish contacts with
State legislators and State education officials to pronote the
STP. (Make NO direct contact with Federal officials regarding
the STP. Refer any inquiries fromFederal officials or their
representatives to HQ USMEPCOM MOP-TD.)

1-8
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(21) Solicit the support of influential organizations and
i ndi vi dual |eaders to pronote the STP

(22) (Qotain approval from MEPS and sector conmanders and
t he Command ESS prior to representing the ASVAB STP at a nationa
convention or conference.

(23) Qotain witten clearance through MEPS and sector
commanders, from HQ USMEPCOM before participating in a
di scussion or providing informati on about the ASVAB for any
public broadcast or print nmedium

(24) Encourage feedback from educators regardi ng test
sessions, either verbally or by way of critique sheets. (Data
coll ection surveys are prohibited. (Data collection and ASVAB-
rel ated research are the sole responsibility of the OASD and
require O fice of Managenent and Budget approval.)

(25) Inform MEPS commander, sector commander, and HQ
USMEPCOM t esting section (tel ephonically followed by a nenorandum
for record) of any contact with or by affiliate headquarters such
as OASD or Defense Manpower Data Center (DVDC).

(26) Do a nonthly quality control check on USMEPCOM For ns
601-4-3-R-E (Student ASVAB Test Record).
i. MNEPS operations officer will:

(1) Provide resources in support of the STP

(2) Coordinate with the ESS and the test coordinator (TC)
regularly regarding all aspects of the STP

j. Test control officer will:

(1) Enforce the control and security of STP ASVAB t est
bookl ets, answer sheets and associated materials, and carry out
security duties as required in USMEPCOM Reg 611-1, chapter 2.

(2) Oversee the requisition, storage, issue, security and
appropriate inventory mai ntenance of accountable test materials
required for the STP. Store accountable test material | AW
USMEPCOM Reg 611-1, chapter 2.

(3) Advise the MEPS commander, operations officer, ESS,
TC, test admnistrators (TA), and other nenbers of the testing
section of changes in regulations or procedures which pertain to
test security accountability and the status of test materials.

1-9



6 Cctober 1997 USMEPCOM Reg 601-4

(4) Document test administration irregularities involving
mlitary and O fice of Personnel Managenent (OPM TAs.

(5) Train new personnel as TAs.

k. Testing nonconmm ssioned officer (NCO wll assist the
operations officer/assistant operations officer; coordinate
testing operations with the TCto ensure the snooth flow of the
daily functions within the testing section; and provide training
and adm ni ster tests.

. TCwll:
(1) Coordinate test schedul e.
(2) Communicate with school officials, recruiting Services,
and OPM to coordi nate date, proctor support, and TA for test

sessi ons.

(3) Assist the ESS with local training and with training
of OPM personnel .

(4) Assess and notify ESS of specific budgetary require-
ment s.

(5) Utilize public relations techniques to maintain
custoner satisfaction.

(6) Maintain and update the STP dat abase.

(7) Resolve problens with test scheduling, adm nistration,
and scoring.

(8) Ensure tinely printing of ASVAB products for forward-
ing to schools, and tinely rel ease of products to recruiting
Ser vi ces.

(9) Prepare and nmaintain all school records and student
testing reports relating to student testing, to include any hard
copy paper files, the database on the MEPS conputer system and
in the STP software database.

(10) Adm nister tests as needed.

(11) Maintain and ensure the accuracy of all student test
related materials and the follow ng forns:

1-10
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(a) USMEPCOM Form 601-4-R-E (Student Test Answer Form
Di screpancy List). See appendix E for instructions for
conpleting this form (Use FN 60l1a, destroy after 2 years).

(b) USMEPCOM Form 601-4-1-R- E (MEPS School File Data
I nput Record). See appendix E for instructions for conpleting
this form (Use FN 60la, destroy after 2 years).

(c) USMEPCOM Form 601-4-2-R-E (Processing and
Distribution Control Record). See appendix E for instructions
for conpleting this form (Use FN 60la, destroy after 2 years).

(d) USMEPCOM Form 601-4-3-R E (Student ASVAB Test
Record). See appendix E for instructions for conpleting this
form (Use FN 60l1a, destroy after 2 years).

(e) USMEPCOM Form 601-4-5-R-E (Student Testing Database
Mai nt enance Forn). See appendix E for instructions for
conpleting this form (Use FN 601, nmaintain until end of schoo
year).

(f) OPM Form 697-A (Record Sheet for Arned Forces
Applicants Exam nation). (Mintain under FN 601-222d in
accordance with (I AW USMEPCOM Reg 611-1, par. 3-6.)

(12) Include STP information pertaining to enmergency
contingency plans for the MEPS and OPMin the MEPS Testi ng
st andi ng operating procedure.

(13) Track and report all proctor no-shows.

(14) Qotain all necessary exceptions to policy with
respect to the STP

(15) Coordinate with the budget accounting assistant/
support group supervisor concerning TDY for student ASVAB
sessions and session allocation requirenents.

(16) Maintain adequate stock of ASVAB pronotiona
materials; place tinely orders for nore materials to prevent
depl eti on.

(17) Participate in the editing, scoring, printing,
packagi ng and mailing or testing products.

m TAwll:

(1) Administer the test, and ensure all requirenments for
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security and standard adm nistration are net.
(a) Assenble test session naterial.
(b) Supervise proctors.

(c) Inspect test booklets to ensure they are free of
mar ks and in good condition. Destroy unserviceable test booklets
i n accordance with USMEPCOM Reg 611-1, chapter 2.

(d) Properly conplete USMEPCOM Form 601-4-R-E and
USMEPCOM For m 601-4-3-R-E. \Wen applicable, conplete USMEPCOM
Form 601-4-4-R-E (Recei pt of Arnmed Services Vocational Aptitude
Battery (ASVAB) Booklets). See appendix E for instructions for
conpleting this form Miintain for 1 year under FN 601-222f.

(2) Participate in the editing, scoring, printing,
packagi ng, and mailing of student testing products.

1-5. Managenent of the Student Testing Program (STP)

The Arny Regul ation (AR) 601-222 (Joint Service Regul ation)

desi gnat es HQ USMEPCOM as t he single manager of all ASVAB testing
in the United States, its commonwealth, and territories. Manage-
ment includes program pronotion, test adm nistration, scoring,
distribution of test materials, and the training and supervision
of all testing personnel.

1-12



6 Cctober 1997 USMEPCOM Reg 601-4

Chapter 2
The Departnent of Defense (DOD) STP

2-1. Description of the DOD STP

a. The DOD STP is sponsored by the DOD and offered to
secondary and post-secondary schools. It is available to
students in the 10th, 11th, and 12th grades, and to students in
post secondary schools (2-year community col |l eges, vocational/
techni cal school s), college prep schools, and Job Corps centers.

Four-year colleges may use the ASVAB student test. The purpose
of the STP is to provide |eads for the recruiting Services and a
career counseling and exploration instrunent to counsel ors and
students. The ASVAB will not be admi nistered to students bel ow
t he 10t h grade.

b. After a test session, the MEPS TA will score the answer
sheets. The TA will send to the school counselor a copy of
Exploring Careers: The ASVAB Wor kbook for each participating
student, and the results package. Release of Service copies to
the recruiting Services will be IAWwith the rel ease option
sel ected by the school. Scores for students above 10th grade may
be used for enlistnent. Serious incidents or activities which
may adversely inpact the STP will be reported to the MEPS com
mander and, if necessary, to higher headquarters | AW USMEPCOM Reg
5-5 (Security, Safety, and Special Prograns), paragraph 4-91.

c. Support materials for ASVAB were designed, distributed,
and intended for use in pronoting the STP in secondary and post -
secondary school s nati onwi de. See appendix D for a listing and
description of support materials.

2-2. The student ASVAB

The student ASVAB contains 10 subtests, four of which are used to
conpute three academ c conposite scores: Academc Ability (AA),
Verbal Ability (VA), and Math Ability (MA). These conposite
scores suggest a student's potential for advanced acadenic
training and predict performance in educational areas requiring
verbal or mathematical skills. Schools also use AA as an indi-
cator of academ c aptitude. Descriptions of the 10 subtests, and
i nformati on concerning the conposite scores are contained in the
ASVAB Counsel or Manual . Student scores on the ASVAB are used to
conpute the the selection and cl assification scores for enlist-
ment qualification. Enlistnent scores for 11th and 12th grade
students are available only fromthe MEPS. On-the-spot nanua
conput ati on of student ASVAB scores for official purposes wll

not be attenpted by testing, recruiting personnel, or any other
agency or individual.
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2-3. Scheduling student test sessions

a. Recruiters of the assigned Service are ultimtely respon-
sible for scheduling the ASVAB at a school. The recruiters work
closely with the MEPS ESS and TC. The ESS and TC ensure that
school s are contacted, scheduling and confirmation letters are
sent, and that resources are coordi nat ed.

b. The MEPS ESS will|l preside over the IRC s education sub-
commttee. The education subcommttee will be conposed of re-
presentatives appointed by their respective Service. The sub-
commttee will neet periodically to conpile information and
formul ate recommendations to present to the I RC regarding re-
qui renents for the success of the STP

2-4. (Open season

Each school within the MEPS boundaries is assigned to a parti -
cular recruiting Service by the IRC. Until open season, the
Service assigned has primary responsibility for pronoting the
STP, scheduling the test session, and interpreting the results.
Open season is defined as the period of each school year when the
Services are encouraged to schedul e previously unschedul ed
schools, wthout regard for assigned Service responsibility. An
"unschedul ed school"” is one that has not tested nor scheduled to
test in the current school year. Open season dates, as well as
determ nation of service credit for schools and students tested,
shoul d be agreed upon by the |IRC

2-5. Test scheduling priority

The TC will schedul e test sessions based upon the preferred or
alternative dates provided by the school, and the availability of
dates on the calendar. Use of any other criteria (e.g., size of
school, grades to test, release option) for prioritizing schools
on the testing calendar will be done only at the request of the

| RC

2-6. Testing dates

Letters may be forwarded to participating schools to obtain
preferred ASVAB testing dates. |If feasible, a facsimle via
nmodem may be used to schedul e schools. School officials wll
coordi nate test dates with the MEPS TC. Confirmation of the test
date is made by the MEPS TC

2-7. Rel ease options

When scheduling a school test session, school officials choose
the rel ease option(s), also referred to as "special instruc-

2-2
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tions," except rel ease option 7.

a. Option 7 is assigned by MEPS to all students in a test
session when the session is interrupted before subtest 5 is
conpl eted, such as by a fire drill, or when the test is adm n-
istered without full proctor support that is prescribed in
par agraph 2-8 of this regulation. Option 7 is also assigned to
i ndi vi dual students who abandon the test or are dism ssed for
cheating or disruptive behavior. Option 7 tests are processed,
but scores are not available to the recruiting Services.

b. The school official may request a split option and
assign nore than one option in the sane session. For exanple,
the official may choose rel ease option 1 for seniors and rel ease
option 5 for juniors. Release options are listed in table 2-1.

Table 2-1
Rel ease Opti ons

Opti on Rel ease of the test results to the recruiting
Ser vi ces.
1 No special instructions. Release results to

recruiting mlitary services 7 days after test
scores are mail ed.

2 Rel ease results to recruiters 60 days after
test scores are mailed. No recruiter contact
prior to that tine.

Rel ease results to recruiters 90 days after

2-3
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3 test scores are mailed. No recruiter contact
prior to that tine.

4 Rel ease results to recruiters 120 days after
test scores are nmailed. No recruiter contact
prior to that tine.

5 Rel ease results to recruiters at the end of the
school year. No recruiter contact prior to
that tine.

6 Rel ease results to recruiting mlitary services

7 days after test scores are nailed. No

t el ephone solicitations by recruiter based on
the student names provided with the listing of
student results.

7 Not valid for enlistnent purposes. Results not
rel eased to recruiting mlitary services.

8 No recruiter contact fromthis listing of
student results. Results not released to
recruiting Services.

2-8. Proctor support

a. The student to proctor ratio will be no greater than 40:1.
The TA is not counted as a proctor. For testing roons with 25
i ndividuals or less, the TA may rel ease the proctor provided
adequate security and integrity of the test can be nmi ntai ned.
If testing is done in nultiple classroons when using a public
address systemor closed circuit television to give instructions,
the 40:1 maxi num student to proctor ratio applies per room

b. Prior to the test session, the MEPS conmander has the
authority to issue a letter waiving the requirenent to have a
proctor present when the session neets all the criteria listed in
(1) through (5) below. The waiver letter will be maintained for
2 years under FN 601a.

(1) The session does not exceed 25 students.
(2) The TA indicates that the test can be adm nistered

2-4
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confortably and safely w thout proctor support.

(3) The school has a favorable test managenent history (no
di sruptions or test |oss/conprom se has occurred in the past).

(4) An assessnent of the school’s testing environment by
t he MEPS ESS i ndi cates sessions can be managed without difficulty
by the TA alone in the absence of proctors.

(5) The IRC has no objection to conducting sessions
wi t hout proctor support.

c. Proctor requirenents will be confirnmed by the MEPS, and
coordinated with the IRC for designation of proctors to be pro-
vi ded by each Service. It is the duty of the responsible Service
to coordinate sufficient proctor support for each test session.
See paragraph 2-9 for information regarding contracting for
school educational staff to proctor.

(1) The TCw Il notify a responsible Service point of
contact (POC) imediately after a session is scheduled and a
proj ected nunber of students is received fromthe school PCC.
The TC w Il annotate the nanme and tel ephone nunber of the
responsi bl e Service POC on USMEPCOM Form 601-4-3-R-E, part B
item 3.

(2) Five work days before the test date, the TC will
confirmwi th the school’s POC a current projection of the nunber
of students who will participate. The TCwill notify the re-
sponsi bl e Service’s POC of this final projection, and state the
nunber of proctors this final projection requires.

d. If at 30 mnutes before the test tine the nunber of
proctors on hand is not sufficient to test, the TA has one of the
follow ng options (in order of preference, nunber 1 being nost
preferred):

(1) Assess the situation to determne if the test can be
adm ni stered w t hout unreasonably jeopardi zing test security.
Notify the MEPS conmander or a designated representative of the
assessment, and recommend the continuation of the session(or
recommend cancellation if continuation would jeopardize test
security). At the discretion of the MEPS conmander or desi gnated
representative, and with the concurrence of the TA, the test wll
be adm ni stered and coded option 7.

(2) Ask the school official to reduce the nunber of
students sufficient to neet the maxi num 40:1 student - proctor
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ratio.

(3) If the school official will not reduce the nunber of
students, the TAwll cancel the test, with the MEPS commander’s
approval, and offer to negotiate a rescheduling.

2-9. Using school educational staff as proctors

a. Contracting with schools to use school educational staff
as proctors is authorized only when the nunber of students
projected to participate in a session is 161 or nore (i.e., for a
session that requires nore than four proctors). A contract with
the school nmay be made for proctors needed beyond four. To avoid
having to contract, maximumutilization of any avail able Service
support above the four is encouraged. At the test session, al
proctors (mlitary and school staff) may be used depending on the
nunber of students participating. Mlitary proctors on hand wl |
be considered first. |If nore proctors are needed, school staff
will be used up to the nunber stated in the contract.

b. Arrange paynent for educational staff proctor support in
advance. Use one of the following three ways to ensure paynent:

(1) |If the school is capable of accepting a credit card,
MEPS may use the Governnent credit card for paynent.

(2) Use a Standard Form (SF)44 (Purchase Order Invoice
Voucher). The servicing procurenent office for the MEPS may
appoi nt an ordering officer at the MEPS to execute SFs 44 for
this purpose. After conpletion of the test session, the ordering
officer at the MEPS will sign the invoice accepting services, and
send it to the financing office for paynent.

(3) Use a contract issued by the MEPS procurenent office.
This requires a lead time of 30-45 days. The contract should be
witten to allow for reduction in the nunber of staff used, as
ci rcunst ances of the test session warrant.

c. Annotate USMEPCOM Form 601-4-3-R-E, the “Renmarks” section,
when a contract is nmade with a school for a proctor(s) and/or
TA(s). State the nunber of contracted proctors and the nunber of
contracted TAs used.

2-10. Proctor role

The role of the proctor is particularly inportant in the STP

The proctor will arrive 30-45 m nutes before the test session to
be briefed on duties and responsibilities while proctoring the
test. The proctor is required to read and certify USMEPCOM For m
601-4-3-R-E (app. E) which states the duties and responsibil -
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ities. Effective proctor support will reduce any inclination to
cheat and the possibility for test |oss/conprom se.

2-11. Proctor "no-shows"

A proctor “no-show’ is charged when | ess than the prescri bed
nunber of mlitary proctors are on hand for a test session.
Docunent “no-shows” on USMEPCOM Form 601-4-3-R-E. When the
nunber of proctors on hand does not neet the m ninum 1:40 proctor
to student ratio, the TAw Il use one of the follow ng three
options (considered in the order stated):

a. Determ ne whether or not the test can be adm nistered
W t hout unreasonably jeopardizing test security. |If the test can
be adm ni stered wi thout unreasonably jeopardi zing test security,
recommend to the MEPS commander or designated representative that
the test be adm nistered. At the discretion of the MEPS
commander or designated representative, and with the concurrence
of the TA, the TA may adm nister the test. The test nust be
coded option 7.

b. Reduce the number of students in the session to neet the
m ni mum 1: 40 proctor to student rati o.

c. Cancel the test, after notifying the MEPS commander or
desi gnated representative and receiving approval .

2-12. Cancellation of a student test session for discipline
probl ens

a. MEPS TA. Except for on-site discipline problens, the MEPS
commander/ desi gnated representative is the only one authorized to
cancel a student test session conducted by a MEPS TA. Accord-
ingly, any TA faced with unacceptabl e or questionabl e arrange-
ments at a student test session will call the MEPS commander for
instructions. |If a session is canceled, the TA should attenpt to
reschedul e the test session imedi ately.

b. OPMTA If the test session is conducted by an OPM TA,
and the circunstances are as stated above, the OPM TA has the
authority to cancel the test session | AWOPM Career Entry (CE)
611-1 (O fice of Personnel Managenent (OPM Handbook for

Adm ni stering the ASVAB). |If the OPM TA cancels a test session,
the TAw Il call the OPM supervisor imedi ately and explain the
situation. The OPM supervisor wll ensure the MEPS is notified

qui ckly to allow the opportunity to negotiate with the school to
reschedule. The OPM TA will follow up the tel ephone call with a
witten explan-ation to the OPM supervi sor of the circunstances.
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c. Justification for cancellation. Wile the authority to
cancel a student test session should not be taken lightly, such a
decision is appropriate in cases where the integrity of the test
IS in question or may be conprom sed. Integrity in this instance
refers to any situation that could |lead to test scores which do
not truly represent the students’ abilities or could conprom se
test security.

2-13. ASVAB administration tine

Smal | student ASVAB test sessions (50 students or less) require
approximately 3 hours to conplete. Larger test sessions (51 or
nore students) nmay require up to 3 hours and 15 m nutes. ASVAB
testing tine is 2 hours and 24 m nutes, plus approximtely 36

m nutes adm nistrative tine. Suggestions for mnimzing adm n-
istrative tinme are as foll ows:

a. Carefully coordinate with school officials confirmng that
all scheduling information is correct and all special conditions
have been arranged.

b. Pass out pencils and | apboards (if used) as students enter
the test room or position | apboards at each seat. Require stu-
dents to be seated as soon as they enter the test room

c. Have students fill initens 1 through 7 on page 1 of the
answer sheet, w thout darkening the circles underneath. Have a
proctor blacken circles during test time. The TA wll ensure
that circles are bl ackened before submtting session package to
VEPS.

d. Have students place their pencils down on the desks and
cl ose their test booklets when they have conpl eted a subtest.
When all pencils are down and test booklets are closed before the
time limt has expired, ask if anyone still needs tine. |If no
one needs nore tinme, go on to the next subtest.

e. Wen collecting materials, collect the test booklets
first. Test booklet inventory can begin while the other
materials are being collected.

2-14. Distractions

Di stractions such as fire drills, lunch periods, bus schedul es,
speci al public address announcenents, traffic through the testing
space, and exterior noise during the test session should be

el imi nated as nuch as possible by prior planning. However, if a
fire drill or simlar incident occurs during the test session,
the session will be invalid for enlistnment purposes (coded
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"option 7") if it occurs before the conpletion of subtest 5. |If
the incident occurs after the conpletion of any subtest after
subtest 5, but prior to the start of the next subtest, the
session wll be treated as a "split session” and finished
accordi ngly.

2-15. Split sessions

The ASVAB should be admnistered in its entirety at one session.
However, the MEPS commander or desighated representative nay
authorize split session testing on a case-by-case basis. |If the
session is split, at a mninmm subtests 1 through 5 wll be

gi ven in one session.

a. The split session will be fully docunented on USMEPCOM
Form 601-4-3-R-E, part A “Remarks” section.

b. Lapse of tinme greater than 7 cal endar days will deemthe
test invalid for enlistnent purposes (option 7). Establish the
date, tinme, and place for the second session. At the beginning
of the first session, dism ss any student that states that he or
she is unable to attend the second session. Tests of students
who do not return for the second session will be invalidated.

c. Upon conpletion of subtest 5 or beyond, the TAw Il in-
struct the students to fold their scratch paper in half. The
students will place the scratch paper and the answer sheet, with
the student’s name showing, in the test booklet at the title page
of the next subtest.

d. The TAwll establish an efficient nethod of collecting
and redistributing booklets to ensure the booklets are returned
to the right students in an orderly fashion.

e. A summary of TA duties follows in table 3-1.

2-16. Session breaks

A pause in test admnistration (for nutrition breaks, water
breaks, restroom breaks, stretching) nmay be authorized between
any two subtests follow ng the conpletion of subtest 5.  The
time limt for a "session break” can be coordinated with the TC
at the time of test scheduling or between the TA and school
officials during the test session. A session break depends
heavily on how wel|l the session is progressing and the behavi or
of the students. Tests of individual students who do not return
after the break will be invalidated. School adm nistrators
shoul d be inforned that session breaks increase the |length of the
t est session.
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2-17. Nonschool hours and facilities

Testing during nonschool hours should be avoided to preclude any
m sunder standi ng by the civilian community as to the intent or

| egitimacy of the STP. Additionally, student testing will not be
conducted i n noneducational facilities wthout prior approval by
t he MEPS commander. Approval nust be docunented on USMEPCOM For m
601-4-3-R-E. Student testing will not be allowed in a MEPS
facility.

2-18. Voluntary aspect of the student ASVAB

a. The STP is voluntary and DOD personnel are prohibited from
suggesting to school officials that the test be nmade nmandatory.
However, schools have the option to make the ASVAB nmandatory for
their students, subject to resource |imtations determ ned by the
MEPS conmmander .

b. If the school has nandatory testing, the ESS or TC wi ||
initiate action to request a school official be present at the
test session to explain the school's |ocal policy on mandatory
testing. This explanation should not be given by the TA

Chapter 3
Test Adm ni stration
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3-1. The test administrator (TA)

a. The MEPS commander, | AW USMEPCOM Reg 611-1 (Enli st nent
Qualification Tests), wll appoint the MEPS TA in witing.

b. The OPM TA will be hired AWOPM hiring policies, and
properly trained per OPM CE 611-1, paragraph 1-6b.

c. The MEPS is authorized to utilize and pay for schoo
educational staff to act as assistant TAs when three or nore
roons are required. The MEPS will provide a TA for each of the
first two roons (one MEPS and one OPM TA or both MEPS TAs),
before contracting with the school for TAs needed beyond two. See
par agraph 2-9 for contracting and paynment instructions.

d. The test control officer (TCO/assistant test contro
of ficer (ATCO w Il thoroughly train MEPS TAs.

e. The MEPS TA functions under the supervision of the TCO
TA duties wll include assenbly of test session materials,
supervi sion of proctors, proper test admnistration procedures,
and proper test security and control IAWchapter 4 of this
regul ation. A checklist for conducting an ASVAB test session is
in appendi x G

f. The MEPS military TAs will wear the appropriate mlitary
uni form when adm ni stering the ASVAB test. G vilian clothing can
be worn if previously authorized by the MEPS commander (in coor-
dination with the IRC). Sone schools will not allow personnel in
mlitary uniformat the school. Battle dress unifornms, utility
uniforms, or utility uniform conbinations are not authorized for
TAs or proctors.

3-2. Instructions for adm nistering the ASVAB

The duties of OPM TAs and MEPS TAs differ slightly. Instructions
for OPM TAs are provided in OPM CE 611-1. The instructions for
MEPS TAs are provided in this regul ation.

a. Before a schedul ed student test session, the TAwll:

(1) Contact the school POC 2 to 3 work days in advance to
confirmthe date, time, |ocation, nunber of students, and any
speci al needs or problens; and to request directions to the site
i f needed.

(2) Coordinate with the TCto verify that they notify the

responsi bl e recruiter/Service that proctors nust arrive 30-45
m nut es before the schedul ed test tine.
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(3) Review procedures for securing test materials (see
chap. 4 of this regulation).

(4) Be thoroughly famliar with and foll ow directives/
publ i cations that govern test adm nistration procedures. Use the
Manual for Adm nistration, ASVAB 18/19, Arned Services Vocationa
Aptitude Battery to conduct the test. Review the manual prior to
the test session. Read the manual verbatim Refer to the ESS,
prior to the test date, any request by the school for variation
in adm ni stration procedure.

(5) Have nanes and tel ephone nunbers (office and hone) of
t he conmander, TCO, ESS, and TC.

(6) Ensure USMEPCOM Form 601-4-3-R-E, parts A and B, have
been properly conpl et ed.

(7) Ensure sufficient materials, to include test booklets,

student answer fornms, nunber 2 (nedium pencils, scratch paper
are avail abl e.

b. At the test site, the TAwll:

(1) Check the test site to ensure it provides an adequate
testing environnent.

(2) Obtain an accurate count of students in the test
sessi on.

(3) Ensure adherence to 40:1 student/proctor ratio.
Refer to paragraph 2-8 of this regulation for further guidance.

(4) Ensure all available proctors are thoroughly briefed
on their duties and responsibilities during the test session.

(5) Ensure all proctors have signed USMEPCOM For m 601- 4- 3-
R-E acknow edgi ng proctor responsibilities.

(6) Ensure all unused test booklets are secured in the
| ocked containers before beginning the test session.

c. During the actual testing session, the TAwlI:

(1) Follow school regulations and restrictions that do not
conflict with USMEPCOM policy. As a representative of the United
States Arnmed Forces, the TA nust al ways be courteous and pro-

f essi onal .
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(2) Remain in the testing area when students are present;
ensure recruiters never relieve or replace a TA or an assi stant
TA, nor be left alone in the roomw th unsecured test material s.

(3) Be alert for students who appear to be genuinely
di stressed, ill, nervous, or fatigued. |If such a student is
observed, coordinate with the school official, and excuse the
student fromthe test session. Wen excusing a student, coll ect
all required testing material, including scratch paper, before
t he student |eaves the room Docunent the rel ease on USMEPCOM
Form 601-4-3-R-E, “Remarks” section, and USMEPCOM Form 601-4-R-E
The test will not be processed (Reason code 2, Required
i nformati on not provided).

(4) Ensure the students are not cheating. Any use of
testing aids will automatically invalidate the student's test
results. Renove students caught cheating fromthe test session
and docunent their nanmes on USMEPCOM Form 601-4-R-E

(5) Supervise and control the students during the test
sessi on.

(6) Collect and inventory test materials, including
scratch paper, of any student who | eaves the room before the end
of a subtest. To ensure the student does not return to work on
the previous part of the test, the TAwIl circle the item nunber
of the last question answered on the answer sheet with a red
felt-tip pen.

(7) Ensure all required proctors renmain for the entire
test session. See paragraph 3-5c for details on rel easing
proctors. |If a proctor should | eave early, docunent it on
USMEPCOM For m 601-4-3-R-E

d. After the test session, the TA wll:

(1) Instruct the students to remain quietly in their
seats.

(2) Collect all test materials, including scratch paper,
fromthe students. After all materials have been collected, the
TA will inventory test booklets.

(3) Dismss all students only after collecting and
accounting for all materials.
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(4)
conpl et ed.

Ensure USMEPCOM Form 601-4-3-R-E, part C

USMEPCOM Reg 601-4
is properly

e. A summary of TA duties follows in table 3-1.

3- 3.

lighting,

testing area mnust

shoul d furni sh al

to all students.
t he test,

Test facility quality contro
Coordinate with the schoo
testing and test security;
and confortable tenperature
be securable to contro
test facilities with a clock that

to ensure the site is adequate for
that there is sufficient space,

The entrance to the
access.

proper

The school
is visible

If using the public address systemto conduct

a prior check should be done.
address system for the test,
in the testing room

di sabl e t he school

3-4.

a. A

session as the nunber of students allow
ver si on usage at each session to ensure an equa

versions for al
usage of test

Use of test

I n addition,
bells in the testing room

bookl et s

student ASVAB test versions wl |

accunul ated test sessions.

books,
nmonitor this program
USMEPCOM For m 601-4-3-R-E
Sheet for Arnmed Forces Applicant Exam nation) wll
to record information concerning test sessions.

USMEPCOM Reg 611-1

fig. 3-2,
both forns to ensure no unusual

HQ USMEPCOM sectors,
Test versions used w ||
OPM Form 697- A (Record

Addi tionally,

for an exanple.) They will
test version patterns devel op.

If not using the public
check to see if
check to see if they can

it can be shut off

be used at each test
The TA will

track
usage of all
To ensure equa

and the MEPS TCs wi ||

be recorded on

be used by OPM
(Refer to
revi ew

Table 3-1

Test adm ni stration

Bef ore Test On Site After Test

Cont act school POC Check the test site I nstruct students to

for adequate testing

remain quietly in

envi r onnent their seats
Verify proctors Accur ate count of Col l ect all test
st udent s materi al s

Secur e test
materi al s

Maintain 40:1 ratio

Di sm ss students

Revi ew t est
adm ni stration

Brief proctors on
duti es

Ensur e USVEPCOM For m
601-4-3-R-E is
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pr ocedur es properly conpl eted
Keep MEPS personnel Instill a positive

t el ephone nunbers testing environnment

Ensure USMEPCOM Form| Ensure proctors sign

601-4-3-R-E is USMEPCOM For m 601-

conpl et ed 4-3-R-E

Ensure all Secure all unused

sufficient test test booklets

materials are

avai |l abl e

b. The TA and proctors should distribute test versions so
that students sitting next to or across from each ot her get
alternate test versions. Ensure each student receives an answer
sheet that is not ripped or mutil ated.

c. Procedures for test booklet control at |arge student test
sessions are as foll ows:

(1) During large student ASVAB test sessions (sessions
with 200 or nore students), the TAwll retain full responsi-
bility for the test booklets. Large sessions may require addi-
tional TAs and/or proctors. |If extra TAs are used, they wl|
sign for the test booklets that they distribute and coll ect.
Recruiter proctors will not sign for test booklets, but may
handl e and distribute test material if needed on a case-by-case
basis. The recruiter proctors only assist.

(2) Before a nmultiroomtest session, the responsible TA
wi Il show on USMEPCOM For m 601-4-4-R-E the nunber and seri al
nunbers of the test booklets that each additional TA will handle.

One formw Il be conpleted by each additional TA. The
additional TAw Il inventory the test booklets by serial nunber,
then sign the formon the |ine provided.

(3) Once the nmultiroomtest session has begun, the
additional TAw Il distribute test booklets to the students when
directed by the TA. The additional TA is responsible for
nonitoring only those students to whom he or she issued books.
The recruiter proctor will help the additional TA wherever
possi bl e.

(4) After the test session, the TAw Il direct the addi-
tional TA and proctor to collect the test booklets and ot her
associated test materials, and inventory themby total count.
The TA wll release the students when the additional TA/ proctor
informs himor her that all test material is present.
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(5) The TAwll inventory the test booklets by seria
nunber and sign the bottom of the USMEPCOM Form 601-4-4-R-E
signifying that all test booklets have been returned or other-
W se, as appropriate. The bottomof the formw ||l be detached
and given to the appropriate additional TA. The additional
TA/ proctor may then be released, if the TA needs no further
assi st ance.

(6) The TAwll acconplish a page check of each test
bookl et before the next use, or before returning the booklets to
storage, whichever occurs first.

(7) If a test loss/conprom se occurs during the test
session, an investigation will be conducted | AW USMEPCOM Reg
611-1, paragraph 2-11. |If the action of a TA, additional TA, or
proctor has contributed to the test |oss/conprom se, a copy of
the results of the investigation will be forwarded by the MEPS to
the appropriate Service or agency, for action as necessary.

3-5. Influential test factors

Several factors influence the effectiveness of a test session.
To ensure test score reliability, TAs nmust follow standard
procedures. The Manual for Adm nistration, ASVAB 18/19, Arned
Servi ces Vocational Aptitude Battery contains specific
instructions for adm nistering the student ASVAB. The TA will
read these instructions verbatimto the students. QOher factors
i nclude materials, workspace, proctors, discipline, and
inventory. (See table 3-2.)

a. Mterials. |Instructions for admnistration require that
materials be handed out in a standard manner, and that partici-
pants be provided pencils and scratch paper. (No Service adver-
tising wll appear on any nmaterial handed to students by the TA
or proctor.)

b. Wbrkspace. The school nust provide adequate wor kspace and
separation for each student. The ideal situation is a chair and
desk or desk/chair conbination for each student. |If these
conbi nations are not available, a chair at a cormmon table is
acceptable if sufficient space is available for each student, and
test booklet versions are alternately distributed. |If desks are
not avail abl e, | apboards may be used.

Tabl e 3-2
Test Factors
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Materi al s Foll ow the instructions for adm ni strati on.

Wor kspace School nust provide adequate workspace and
separation for each student.

Proctors Proctors nust arrive 30-45 m nutes before the test
sessi on.

Discipline |[Mintain a quiet working atnosphere.

I nvent ory Inventory all test materials (nunber of answer
sheets = nunber of test booklets).

c. Proctors. Proctors nust arrive 30-45 mnutes before the
test session. This allows the TA anple tinme to thoroughly brief
the procters of their duties and responsibilities. [If a TA
rel eases a proctor (i.e., nore proctors than needed or session
count is 25 students or less), obtain their signatures before
rel easing them Proctor no-show reports are based on the nunber
of signatures on USMEPCOM Form 601-4-3-R-E. Proctors will remain
for the entire test session. Upon conpletion of the test
session, each proctor wll attest to the understandi ng of these
i nstructions by signing his or her nanme on USMEPCOM Form 601- 4- 3-
R- E.

d. Discipline. The TA should attenpt to nmaintain a quiet
wor ki ng at nosphere during the test. |If possible, a schoo
of ficial should be present to help since student discipline is
primarily a school responsibility. The TAwIll treat each
student with respect. No snoking, drinking, or “horseplaying” is
allowed. The TA nmust maintain full control until answer forns,
test booklets, and other test materials are collected and
students are di sm ssed.

e. Inventory. At the conpletion of the test session all test
materials, including all scratch paper and all three pages of
each answer form wll be collected and inventoried by physica
count as quickly as possible. Ensure the nunber of answer forns
equal s the nunber of test booklets used. The TAw Il not rel ease
the students fromthe test roomuntil all test nmaterials are
accounted for. They need not count individual pages at the test
site, but they nust acconplish a page check of all booklets
before their next use or before returning themto pernanent
storage containers (whichever occurs first). The responsible TA
w Il show the total nunber of test booklets used during the test
session on the USMEPCOM Form 601-4-3-R-E
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3-6. Individual student breaks
The TAwill follow these guidelines when granting a student an
i ndi vi dual break during the test session:

a. Collect and inventory all test materials, including
scratch paper, of the student who | eaves the testing room To
ensure the student does not return to work on the previous part
of the test, circle the |l ast question answered on the answer
sheet with a red felt-tip pen.

b. A low no student nore than two breaks during a session.

c. Allowno nore than two students, one nmale and one fenul e,
to take a break at the sanme tine.

d. Do not delay subtest start tinme for the benefit of an
i ndi vi dual student who | eaves the roomfor a break. The
returning student will continue with the current subtest being
adm ni st er ed.

3-7. Page 1 - quality control

After students have conpl eted page 1 of the answer sheet, the TA
and/or proctor will collect it (ensuring the answer sheet

spine remains attached to pages 2 and 3)and do the follow ng

qgual ity assurance checks:

a. Screen the signature block on the reverse side of page 1
to ensure the student has signed the answer form |f the student
has failed to sign the answer form the TA or proctor wl|
attenpt to obtain the required signature before disnm ssing the

student. If the student refuses to sign the answer form his or
her test materials will be collected i medi ately and the student
will be dismssed fromthe testing room The test formof the

unsi gned answer sheet will not be processed. Docunent the
di sm ssal on USMEPCOM Form 601-4-R-E

b. Screen block 1 (STUDENT NAME), to ensure the student has
correctly coded his or her nane. |If the student's nanme has not
been coded in the circles, the TA or proctor will blacken the
circles to correspond to the nane that appears in the top portion
of block 1 or to agree with the signature block on the reverse of
page 1. |If the student’s name cannot be determi ned from either
block 1 or the signature bl ock because it is blank or illegible,
the test answer formw |l not be processed. |In addition, screen
block 1 for fictitious nanes (i.e., Mckey Muse, Supernan,

Col onel Klink, etc.). |If possible, determ ne the student’s
correct nane and have the student wite and code it in the
bl ocks. If the correct nane cannot be determ ned or obtained,
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the answer sheet will not be processed. Docunent on USMEPCOM
Form 601-4- R-E why the answer sheet is not be processed.

c. Screen block 7 (SCHOOL CODE) to ensure the student has
entered and coded the school code, except where | ocal MEPS policy
is not to require the students to conplete the school code. |If
this block has been |left blank, the TA or proctor will enter the
appl i cabl e school code.

d. Screen block 9 (EDUCATI ON LEVEL) to ensure the student has
shown his or her current grade (education |evel). If this bl ock
is left blank, or the student has coded in the 9th grade, the
student's test cannot be processed. (Verify that the student has
coded correctly and is indeed a 9th grader). Docunent the
di screpancy on USMEPCOM Form 601-4-R-E. This information shoul d
be obtained fromthe student or school, if possible, and entered
on the answer formprior to returning the test session package to
t he MEPS.

e. Screen block 11 (SEX) to ensure the student has shown his
or her gender. If this block is left blank, the student's test
cannot be processed. Document this discrepancy on USMEPCOM For m
601-4-R-E. The TA or proctor should obtain this information from
t he student or school, if possible, and enter on the answer form
before returning the test session package to the MEPS.

f. Screen block 13 (TEST VERSION) to ensure the student has
made a correct entry in the test version area, and has correctly
coded the nunbers witten in the test version bl ock bel ow the
circles. The correct test version is required for proper scoring
of the test. |If the TEST VERSION bl ock is left blank, the answer
sheets wll not be processed. Therefore, the TA or proctor
shoul d be sure to check this item before dism ssing students.
Docunent the di smssal on USMEPCOM Form 601-4-R-E

3-8. Cheating

Students wll have on their desk only those materials provided by
the TA when taking the test. Use of additional materials or
going forward or backward to other subtests is considered
cheating. The TA will dismss students caught cheating and
invalidate their test scores (processed with special instruction
option 7). The TAw Il report the incident on USMEPCOM For m 601-
4-R-E. Under the mcrofiche listing of AFQT (Arnmed Forces
Qualification Test), an option 7 will be coded as "NV." That
student's test score cannot be used for accession purposes.

3-9. Special processing conditions
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a. A student test session will be assigned and processed
with special instruction option 7 (invalid for enlistnent
pur poses) by the MEPS for the reasons indicated in table 3-3.

Table 3-3
Reasons to invalidate (i.e., option 7) a session

1. Fire drill during a subtest.

2. Early term nation of the test session for any reason and
cannot be conpl eted at another tine.

3. Instructions were not read "verbatini by the TA

4. Incorrect timng of a subtest.

5. Active recruiting occurred by a proctor.

6. A break is given prior to subtest 5.

7. The TA used enlistnment answer forns instead of student
answer fornms to conduct the test.

8. Test security was jeopardi zed (for any reason).

9 Al'l test versions were not equally utilized as the nunber

of students all ow.

10. Testing was conduct ed under inadequate conditions.

11. Once the test has started, school officials, proctors,
and/ or students were not willing to cooperate with the
TA.

12. | nadequat e proctor support.

13. Any ot her conditions, determ ned by the MEPS conmander,
that would hinder the integrity of the ASVAB test.

b. Individual student sequence nunbers will be assigned and
processed with special instruction option 7 (invalid for
enl i stment purposes) by the MEPS for the reasons listed in table
3- 4.
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c. Answer sheets will not be processed for the reasons
indicated in table 3-5.

d. The TAw Il explain the reason for special instruction
option 7 on USMEPCOM Form 601-4-3-R-E, “REMARKS’ bl ock

Tabl e 3-4
Reasons to invalidate (i.e., option 7) an individual test

1. The student was caught cheati ng.

2. The TA has sufficient reason to believe the student
cheat ed.

3. The student was di sm ssed.

4. The student abandoned the test.

5. The student used a fictitious nane and signature.

6. A test/l oss conprom se has occurred.

3-10. Test verification procedures
The TAw Il verify the accuracy of the follow ng test session
i nformati on contai ned on the USMEPCOM Form 601-4-3-R-E, part C

a. Date tested. This date should be the date on which the
ASVAB was conpl et ed.

b. Nunmber of test booklets used. This nunber should be equa
to the total nunber of answer forns returned to the MEPS.

c. Proctor information. The USMEPCOM Form 601-4-3-R-E wi ||
contain the signatures of all proctors who were present during
the test session. The TA will address information concerning
late arrivals, mlitary proctor no-shows, and any other specific
coments in the "Remarks" portion of this form The TA will
docunent proctor no-shows as stated in paragraph 2-11
Table 3-5
Reasons not to process an answer sheet
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1. No signature on the back of page one.

2. The student is a “confirnmed” ninth grader.

3. Bl ock 9, Education Level, is left blank and cannot be
determ ned by the MEPS.

4. Bl ock 11, Sex, is left blank and cannot be determnm ned by
MEPS.

5. Bl ock 13, Test Version, is left blank and cannot be

determ ned by the MEPS.

6. The OVR has nutilated the answer form and it cannot be
hand scor ed.

7. The student used a "pen" to code the bl ocks instead of a
"nunber 2 pencil.”

8. A page is missing fromthe answer form (Test/|oss
conprom se.)

9. The MEPS identifies the student as a "ringer.” See
USMEPCOM Reg 611-1 for additional procedures.

d. ESS quality control check. The ESS will do a nonthly
quality control check of at |least five per cent of USMEPCOM For ns
601-4-3-R-E. One purpose of the quality control check is to
ensure proper annotation of proctor support and the assi gnnent of
option 7 when the test is admnistered with fewer proctors on
hand than prescribed. See paragraphs 2-8 and 2-1l1a. The ESS
will annotate in the “Remarks” portion any di screpancies and the
corrective action taken. Initial and date all fornms checked.

3-11. Mailing procedures

The follow ng guidance is provided to TAs for forwardi ng student
test session materials to the MEPS. Packages w |l be addressed
to the MEPS that has responsibility for processing the school's
ASVAB results. The MEPS may provi de address stanps to their
supporting area OPM offices to sinplify mailing procedures.

Addi tional test product mailing/shipping procedures are found in
CE 611-1 and USMEPCOM Reg 611-1, paragraph 2-7.

a. Time limt. The TA nmust nmail, or hand carry, all test

session materials to the MEPS within 48 hours after the test
sessi on.
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b. Methods of delivery. Federal Express (FedEx) or United
Parcel Service (UPS) is the established nmethod to nail all ASVAB
material. |If neither of these vendors is available, use the
| east expensive neans that neets the security requirenents of
USMEPCOM Reg 611-1, paragraph 2-7.
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Chapter 4
Test Control

4-1. Controlled and accountable itens

This chapter defines control and security procedures for the
student ASVAB. Test bookl ets, scoring keys, partially and fully
conpl eted answer sheets, used scratch paper, and answer sheet

spi nes are designated as CONTROLLED I TEMS (test material) and
must be safeguarded. Test booklets and scoring keys are
additionally designated as ACCOUNTABLE. AlIl testing section
personnel will strictly follow USMEPCOM Reg 611-1, chapter 2,

whi ch addresses security and control for ASVAB test booklets and
all related test materials. Controlled test materials maintai ned
by OPM personnel will be secured | AWOPM security procedures (see
OPM CE 611-1). This chapter clarifies and outlines contro
procedures besides that specified in USMEPCOM Reg 611-1

4-2. Scheduling test sessions with special arrangenents

Large student test sessions (161 students or nore), multiroom
testing and waiver of proctor requirenents in classroons nust be
coordi nated and confirmed in advance of the actual test date.

MEPS wi || coordinate all special arrangenents and additiona
security procedures with school officials when scheduling the
test session. The TC will docunent all special arrangenents on

USMEPCOM For m 601- 4- 3- R- E.

4-3. Miltiroomtesting
A multiroomtesting condition occurs when the TA conducts the
test session to students in nore than one room si nul taneously.
Testing nmay be going on at the sanme tinme in the cafeteria, the
library, and nmultiple classroons. Schools may use a public
address systemor a closed circuit TV systemto conduct the test.
In all cases there nust be a TA in each test roomand the
student/proctor ratio of 40:1 will apply. At no time will a
proctor act as a TA or be left alone in a test room

4-4. Appoi ntnment of a MEPS test nonitor
Under multiroom conditions defined in paragraph 4-3, a MEPS
representative wll be appointed as a "test nonitor." The test
monitor wll be docunented on USMEPCOM Form 601-4-3-R-E in the
“Remar ks” section. The test nonitor nost appropriately will be
the TCO or ATCO of the responsible MEPS, but can be any ot her
qualified MEPS personnel. The test nonitor wll:

a. Help the TAin maintaining the proper test atnosphere when
testing under special arrangenents, ensuring conpliance with test
i nstructions.

b. bserve each classroom for disciplinary problens, disrup-
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tions, and cheati ng.

c. Ensure the effectiveness of test proctors, safeguard the
ASVAB test booklets fromloss or conprom se, and maintain test
bookl et accountability.

d. Coordinate the correct handling of all incident details
wi th school officials if a student is dism ssed froma test
sessi on.

e. Act as the liaison with school officials and properly
report any test |oss/conprom se of test materials.

4-5. Cheating and test control

a. Before test admnistration, the MEPS wi Il discuss ASVAB
test security requirenents with the school POC and establish the
actions to be taken if a student is observed cheating. Secure
agreenent with the school officials on the actions as outlined in
c below, and on any other actions that may be necessary.

b. The TA and proctor nust prevent cheating during the test
session. In the effort to do so the TA and proctor wll:

(1) Always display professional bearing and attitude.
(2) Ensure an unhindered view of all students.
(3) Mnimze distractions and interruptions.

(4) \Were possible, seat the students in every other seat
or every other row.

(5) Distribute alternate test versions to students.

Table 4-1
Actions for TAs/proctors to deter cheating

1. Di spl ay professional bearing and attitude.

2. Ensure testing roons provide unhi ndered observation of
al | students.

3. M nim ze distractions and interruptions.
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4. Encour age maxi num i nvol venment of school officials.
5. Use proper seating arrangenents and alternate versions
of the test.

c. Wien a student is observed cheating the TA or proctor
will:

(1) Wthout disturbing other students, pick up the
student's test booklet, answer form and scratch paper.

(2) Dismss the student.

(3) Secure agreenent with the school as to the disposition
of the student. The TA wll never | eave the roomduring the test
sessi on.

(4) Be sure the student understands the reason for the
dism ssal. If possible, a proctor will be present in any dis-
cussion of this situation with the student and/or school offi-
cial (s).

(5 Record the appropriate information on the USMEPCOM For m
601-4-R-E (see app. E). WMEPS will invalidate the student’s test
| AW par agraph 3-9 of this regul ation.

(6) After the test session, forward the student's answer
sheets and used scratch paper to the MEPS TC for appropriate
di sposition.

4-6. Test | oss/conprom se
The MEPS will handle all test |oss/conproni se cases as outlined
in USMEPCOM Reg 611-1, chapter 2.

Chapter 5
Test Scoring, Products, and Distribution

5-1. Session material processing

The TC nust ensure test session materials for autonmated scoring
are recorded, prepared, and printed out. The TC nust ensure the
proper control and distribution of ASVAB products such as the
results packages for schools and recruiter service printouts.
USMEPCOM For m 601-4-2-R-E nust be mai ntai ned (under FN 601a) to
nonitor the progression of session processing fromreceipt to

i ssuance of results packages and recruiter printouts.

5-2. Preparation of test session materials for scoring
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a. Assign a unique session identification nunber from
USMEPCOM For m 601-4-2-R-E and enter it on USMEPCOM Form 601- 4- 3-
R-E. See appendix H for instructions on assigning session
nunbers.

b. Inventory the test session package to verify that al
required materials have been forwarded. Record any discrepancies
in the REMARKS bl ock of USMEPCOM Form 601-4-2-R-E. Initiate test
| oss/ conprom se procedures, if appropriate, |AW USMEPCOM Reg
611-1, chapter 2.

c. Count the total nunber of answer sheets recei ved and enter
this nunber in the appropriate bl ock of USMEPCOM Form 601-4- 2- R-
E

d. Screen only page 1 of each answer sheet for the required
student signature and other required data per paragraph 3-7.

e. |If any answer sheets will not be processed, record this
nunber in the appropriate bl ock of USMEPCOM Form 601-4-2-RE

5-3. Scoring of answer sheets
The MEPS will store any conpleted or partially conpl eted answer
sheets waiting to be scored under doubl e | ock.

5-4. STS scoring and processing reports
Sonme reports wll be generated at the MEPS because of scoring and
processi ng procedures bel ow.

a. Raw score roster. The raw score roster is an al phabetica
list of students with raw score data. The MEPS conputer system
produces this after all the answer sheets are processed through
the scoring process. The purpose of this list is as follows:

(1) Scoring analysis gives each MEPS a nechani sm for
checking the accuracy of the optical mark reader (OVR) during the
scoring anal ysis.

(2) Files check is done for applicants processing at the
MEPS who cl ai mthey have taken an ASVAB at a school, but whose
record is not yet on the mcrofiche.

(3) Source for data entry is used manually to enter data
into the MEPS conputer systemif the answer sheets have been
destroyed. These scores are good for 2 years fromthe date of
the test, and the raw score roster is maintained in the schoo
file for the sane peri od.
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b. STS error listing. The MEPS conputer system can print
this listing during the scoring process. |f any session has
errors, the MEPCOM I nt egrated Resource System (MRS) wl|
automatically go to “ERROR SCREEN.” The MEPS person responsible
for data entry will correct all errors on the screen if possible.

It lists reasons why a particular student's answer sheet was not
successfully processed through the OVR. To score the answer
sheet, the TA's nmust correct all errors.

c. STS prefeedback statistical report. After scoring a high
school session, the MEPS conputer system automatically generates
this report. |t docunents that the MEPS conputer system has
successfully scored and processed the test session. |t conmuni-
cates the test session statistics contained in this report to the
host conputer at HQ USMEPCOM for that specific session. Conpare
this report with the STS feedback report to ensure all data has
been transmitted to the host conputer. NOTE: This docunent can
al so be used as a source for devel opi ng sunmary gender based
testing statistics.

5-5. ASVAB student results sheet

The MEPS will return this sheet to the school. It is an indivi-
dual statistical report of the student’s scores. The student
results sheet is divided into two sections: the student results
and the counsel or sunmmary.

5-6. ASVAB test score results roster

This is an al phabetical roster containing detailed test score
information for each student. It is returned to the school for
use by the school counselor. It provides a statistical summary
of information broken down by grade.

5-7. Recruiter Service copy

The MEPS conputer systemgenerates this printout for the re-
cruiting Services and provides enlistnent qualification scores
for the 11th, 12th, and post-secondary students. The MEPS
conputer systemw || give the operator the option to print the
ASVAB test score results roster recruiter Service copy on 14 by
11-inch conputer paper using the line printer, or on 8 Y by 14-
inch legal size paper using the |aser printer.

a. The MEPS will coordinate with the IRC to establish the
delivery method within its boundaries. The nethod established
must ensure that it is available to all Services at the sane
time. Each Service representative will enter his or her initials
in the appropriate space of the USMEPCOM For m 601-4-2-R-E when
the Service copy is picked up fromthe testing section. |If the
MEPS mail the printouts, no receipt initials are required. In
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all instances, the person responsible for mailing or rel easing
these printouts will initial the form

b. When using the Iine printer for release options 1 through
6, the MEPS will automatically generate 15 copies of the print-
out. Wien using the laser printer to generate the listing, for
rel ease options 1 through 6, the operator can enter the nunber of
copies to print. Either way, the MEPS TCOw || retain one copy
as a backup for the mcrofiche, to be used for score verifi-
cations. MEPS will retain one copy of ASVAB test score results
roster under FN 601 for 2 years.

c. The MEPS will distribute the remai nder of the recruiter
Service copies as foll ows:

(1) Two copies each to the Arny recruiting battalion or
recruiting station, Navy recruiting district or class A station,
Air Force recruiting squadron, and Marine Corps recruiting
station; and one copy to the Coast CGuard recruiting office.

(2) One copy each to the area Arny Reserve, Arny National
Guard, Navy Reserve, Air Force Reserve, and Air Force National
Guard. Method of delivery will be determ ned within each |IRC

d. For options 7 and 8, the MEPS testing section will print
and retain only one copy.

5-8. Gumed | abel s

Gummed | abel s are an optional print product. The MEPS may send

t hese | abel s to the school counsel or as an organizational aid.
They contain the sanme information as the counsel or section of the
ASVAB student results sheet. Wen a school requests gummed

| abel s, the TC nust indicate it on USMEPCOM Form 601-4-3-R-E, in
the “REMARKS” section. |If using the Student Testing Software
Programto generate USMEPCOM Form 601-4-3-R-E, the TC w ||
automatically print the school’s preference for gumed | abel s on
the form

5-9. STS file reports

The followi ng reports should be used as aids to nonitor receipt
of STS sessions, and coul d suggest areas of potential concern.
Al'l reports must be done manually. They are as foll ows:

a. STS feedback statistical report. The TCw |l manually
print STS feedback report daily. This report verifies that the
session statistical information processed at the MEPS (listed on
t he prefeedback report) is the sanme information received and
processed at the host conmputer |ocated at HQ USMEPCOM The
statistics reflected on both the prefeedback and feedback report
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shoul d match. The STS feedback report can be printed anytine if
the entire session was processed through MRS

b. STS inconplete status report. This listing provides a
detailed status of the actions required for each test session,
concerning the transmtting or printing of high school products.

c. STS unconfirmed status list. This listing provides a
detail ed status of sessions processed but not communicated to the
host conputer at HQ USMEPCOM

d. STS cunul ative count. This report provides informtion,
on a daily basis, of the cunmul ative nunber of juniors and seniors
tested, and totals of all students tested to the current date.
5-10. STS operator generated reports
The operator at the MEPS has the capability, anytine, to generate
reports reflecting student testing statistics. They are as
fol |l ows:

a. MEPS nmaster school file listing. Printed on 8 Y2by 11-
i nch paper, this listing provides one page of statistics for each
school in the MEPS dat abase.

b. MEPS school report. Printed on 8 2by 14-inch (lega
si ze) paper, this consecutive report provides one |ine of
statistics for each school in the MEPS dat abase.

c. Student testing report. This two-part report is a summary
of each MEPS student testing statistics. The MEPS generates this
report through the MEPS conputer system to reflect current
totals. HQ USMEPCOM wi || send the hard copy report to each
recruiting Service headquarters once a nonth, and conmmuni cate
twice a nonth to each MEPS to update student testing statistics.

d. School address |abels. The MEPS operator can print each
school nane and address contained in the MEPS database, through
t he MEPS conputer system on adhesive nmailing |abels. The system
also prints a blank "ATTN." line so that the MEPS operator can
wite in the nanme of the school PQOC

5-11. Mcrofiche

HQ USMEPCOM MOP-TD, will furnish mcrofiche listings to the MEPS
for use in score verifications, confirmng place and date tested,
and determning retest eligibility requirenents. Wen the

m crofi che shows "NV' under the AFQT category, these scores wll
not be used for enlistnment. The mcrofiche is produced in the HQ
USMEPCOM Joi nt Conputer Center and distributed to the MEPS at

| east once a nonth. The MEPS will nmaintain the 30 June (end of
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the school year (SY)) mcrofiche for 2 years under FN 601. The
m crofiche is cunul ative fromthe begi nning of the SY, so only
t he nost current copy needs to be kept on file.

5-12. Control and distribution of student ASVAB products

a. The MEPS testing section is responsible for producing the
ASVAB hi gh school products provided to the schools and the
Services. To ensure all student answer sheets returned to the
MEPS are processed or appropriately destroyed, the MEPS nust
mai ntain strict accountability of each answer sheet during the
test scoring process.

b. To provide accountability of all student answer sheets and
prevent rel ease of student scores for those students who did not
sign the back of page 1 of the answer sheet, the MEPS TC nust
count and edit all answer sheets before scoring them The TC
will use USMEPCOM Form 601-4-2-R-E to account for all student
answer sheets processed. This formis also used to nonitor the
printing and distribution of the high school products.

c. The testing section will maintain this record as a | og
book for assigning sequential session identification nunbers. It
will serve as a suspense |og for manual rel ease of Service copies

after the school products are mail ed.

d. The student ASVAB test results are private records and
w Il be handled | AWthe provisions of the Privacy Act. Except
where circunstances require the assignment of option 7, the
responsi bl e school official will determ ne the rel ease option.
It is vital that the option chosen by the school official be
honored. Ways of ensuring this include, but are not limted to,
t he school official providing the MEPS a |ist of students whose
scores are to be rel eased under each specified option, and the
school official directing students whose scores are not to be
released to sit in a designated area of the testing room
Nei t her USMEPCOM nor OPM wi || take any action that gives the
i mpression students, parents, recruiters, or USMEPCOM has deci ded
t he specific rel ease options.

e. The MEPS has a maxi num of 14 cal endar days after the test
date to process and forward the student results to the school.
The MEPS will annotate the date the school products were mailed
in the appropriate area on USMEPCOM Form 601-4-2-R-E. The MEPS
wi |l send packages by express nmail or UPS, or by other equally
secure, cost effective, and traceabl e nodes.

f. Based upon the school's choice of rel ease option, the
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entries listed in table 5-1 are printed on each page of the ASVAB
Test Score Results Roster sent to the school, and the recruiting
Service copy printout used by the Services.

g. Counselors need tinme to distribute and interpret test
results with the students before mlitary recruiters contact
them The testing section can nmanually distribute the recruiter
Servi ce hardcopy printouts to the recruiting Services according
to table 5-1.

h. HQ USMEPCOM MOP-TD, also electronically transmts
recruiter Service results, dependi ng upon the rel ease option
sel ected, fromthe host conputer to a conputer system at each
Servi ce headquarters. Each Service headquarters w || downl oad
the student results to the specific Service |iaison at each MEPS,
or to the Service recruiter in the field (e.g., the Arny |iaisons
woul d receive student results through the Arny Reporting and
Accessing Data System (ARADS)). The results are transmtted as
follows in table 5-2.

i. It is inportant for MEPS to receive answer sheets, score
the sheets, and mail school results within 14 days after the test
date. This will ensure that electronic transm ssion of recruit-
ing scores occurs 7 days after school results are nmailed. Note:

The date of electrinic tranismssion is calculated fromthe test
date, not fromthe date the school package was mailed. See table
5- 2.
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Table 5-1
Distribution of recruiter Service printout copies

Option MEPS Distribution of Test Results to the
Recruiting Services

1 7 cal endar days after the school products are
mail ed to the school.

2 60 cal endar days after the school products are
mail ed to the school.

3 90 cal endar days after the school products are
mail ed to the school.

4 120 cal endar days after the school products are
mail ed to the school.

5 The end of the current school year for that
speci fic school.

6 7 cal endar days after the school products are
mail ed to the school. Tel ephone nunbers are

not printed on the listing.

7 The test results are invalid and not
distributed to the Services.

8 The test results are valid and are not being
di stributed to the Services.

Tabl e 5-2
Transm ssion of recruiting Service results
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Option El ectronic Descri ption
Transm ssi on
1 21 cal endar days from |14 cal endar days naxi mum
test date processing time and 7 days
MEPS hol d.
2 74 cal endar days from |14 cal endar days maxi mum
test date processing tine and 60
cal endar days MEPS hol d.
3 104 cal endar days from| 14 cal endar days maxi mum
test date processing time and 90
cal endar days MEPS hol d.
4 134 cal endar days from| 14 cal endar days maxi mum
test date processing time and 120 days
MEPS hol d.
5 30 June of current MEPS hol d until the end of
school year school year for the specific
school .
6 21 cal endar days from |14 cal endar days nmaxi mum
test date processing tinme and 7 days

hol d. No tel ephone nunbers
are transmtted.

7 21 cal endar days from |A list of scores is

test date transmtted for statistica
purposes only. No Privacy
Act information attached.

8 21 cal endar days from |A list of scores is

test date transmtted for statistica
pur poses only. No Privacy
Act information attached.

Chapter 6
Managi ng the MEPS School Database

6-1. MEPS changes in the database

Each MEPS can change its portion of the MEPS school database via
i nput into the MEPS conputer system Anytinme throughout the SY
each MEPS can insert, update, review, delete, or print schoo
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i nformati on as necessary.
6-2. Adding a new school record

a. USMEPCOM For m 601-4-1-R-E contains the i nformati on needed
to enter a school into the MEPS school database. The TC can

manual ly fill out information on this formor generate a form
t hrough the personal conputer as part of the student testing
program software. Information about the student population is

required by grade. (If the school is classified as "status 2,"
enter zeros in the population field. See table 6-1 for schoo
status categories.)

b. The TC will obtain a new school code by tel ephone from
MOP-TD. The TC nust provide MOP-TD the foll owi ng i nformation:

(1) The State code (first two digits of the nunber).
(2) The county code (third, fourth, and fifth digits).
(3) The MEPS identification (ID) nunber.

MOP-TD wi | I supply the specific sequence nunber (last four
digits).

c. On receipt of all required school information, MEPS will
enter it into the MEPS conputer system NMEPS nust wait at | east
24 hours for the school to be acknow edged by MOP-TD before
processi ng answer sheets for that specific school.

6-3. Updating an existing school record

Updates will be done as necessary to keep the high school’s
records current. The TCwll verify and update popul ations in
t he MEPS conput er system when a school is scheduled for testing
or after a school has tested (whichever provides nore accurate
data). |If possible, population verification will be obtained
bef ore the begi nning of the upcom ng SY and updated in the
system MEPS nust wait at |east 24 hours for MOP-TD to

acknow edge updat es.

6-4. School status categories
See table 6-1 for schools categorized as eligible or ineligible
for student testing.

Table 6-1
Definitions of eligible or ineligible schoo
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St at us

Definitions of eligible or ineligible school

1

Any portion of the high school population that
is eligible for mlitary enlistnent.

Any portion of a Vo-Tech, trade school, or any
ot her type of post-secondary school with a
redundant popul ati on, whose students are
eligible for mlitary enlistnent.

A hi gh school whose entire population is
ineligible for mlitary enlistnment for
physical, nmental, noral, or discrimnatory
reasons.

A Vo- Tech, trade school, or any other type of
post - secondary school whose entire popul ation
is ineligible for mlitary enlistnent for
physical, mental, noral, or discrimnatory
reasons.

6-5. Tracking an eligible nontesting schoo

The reasons for

recor ded.

not testing given by eligible schools will be

a. Wen a school is classified as “eligible" and chooses not
to test, the TCwll enter the following data into the “Reason
Not Tested” field of the school record. See table 6-2 for
“Reasons not tested.”

Tabl e 6-2

Reasons not testing

Reason Not Test ed Reason
Code

Antimlitary attitude AA
Lack of personnel to test the school LP
Anot her test, such as ACT or SAT is used AT
There is a scheduling conflict at the SC
school

The school has not been approached this NA
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school year

There is a problemw th the | ength of LT
t he ASVAB t est

Any ot her reasons not covered above or

b. School records nust be updated annually, or when changes
require.

6-6. Changing the school status to ineligible

a. The I RC nust substantiate requests to classify the schoo
“Ineligible.” Forward the requests through the MEPS and sect or
to HQ USMEPCOM  Sector comranders are authorized to di sapprove
this type of request at sector level. A copy of the approval or
di sapproval letter will be maintained on file at the MEPS for 2
years under FN 601. MEPS personnel may change the status in the
MEPS conputer system after receiving witten approval .

b. Wen a school is classified “ineligible,” the TCis
responsi bl e for conpleting the “Reason Not Eligible” field of the
school record. Specific reasons for making a school ineligible
are listed in table 6-3.

Table 6-3
Reasons not eligible to test

Reason Not Eligible Reason Code
Physi cal |y di sabl ed PH

Mental |y di sabl ed VE

Moral ly ineligible MO

It discrimnates in its adm ssion policies for Di scrimnatory
students and/ or DOD and MEPS personnel based on

race, color, religion, gender, or national origin. D

Any ot her reason inconsistent wwth the m ssion of O her

the DOD STP (i.e., a school with a docunented
hi story of violence, such that adm nistering a
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test there is truly dangerous for the TA). |Cﬂ

6-7. Changing the school status to eligible

Testing an ineligible school is prohibited unless specifically
approved by MOP-TD. Approval will be in witing and on a case-
by-case basis. A copy of the approval/di sapproval |etter nust be
mai ntained on file at the MEPS for the current SY. After
receiving witten approval, MEPS personnel may change the status
in the MEPS conputer system Schools entered in the system as

i neligible nust be changed to eligible at | east 24 hours before
entering and scoring a test session. All other processing wll
remain the sanme as for any other school.

6-8. Changing the Service assignnment of a school record

a. The IRC will assign each school to a particular Service.
The | RC nust approve changes to the Service assigned before the
change can be nade in the MEPS conputer system |If a particular
Servi ce does not agree with the assignnent, either the IRC
chai rperson or the MEPS commander will make the final determn-
ation. No school may be assigned to the I RC at | arge.

b. The MEPS may change the Service assignnents w thout prior
approval from MOP-TD anytinme the change is authorized by the IRC
The MEPS nmust nmaintain in the school's file a copy of the letter
(or 1RC minutes) that requested the Service change. Upon IRC
approval, MEPS personnel nmay change the Service assignnent in the
conput er system

6-9. Mintaining a valid school Iist

The purpose for maintaining a valid school list is to identify

t hose schools that have an eligible mlitary-age popul ati on on
whi ch recruiters can focus their marketing efforts. Such reasons
as "not tested for 5 years,” or "too hard to market" are not
valid reasons for declaring a school ineligible or for deleting
it fromthe database. They nust be kept on the database so the
visibility of their eligible populations is not lost, and to
provi de continued access in the event of a favorabl e change.

6-10. Deleting a school record

a. A school record will not be deleted fromthe database
until 2 years after the last test is given. Deletion of a schoo
record deletes all test scores fromthat school

b. To delete a school a substantiating |letter signed by the
| RC chairperson nust be forwarded through the MEPS and sector by
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facsimle to HQ USMEPCOM for approval. |If approved, MOP-TD
personnel will delete the school record fromthe conputer. Once
the record is deleted, MEPS will be notified by either facsimle
or electronic mail (e-mail) that the transaction is conpl et ed.

Di sapproval will be forwarded through the sector back to the
VEPS.

c. Wen a school is deleted fromthe database, the TCis
responsible for entering the appropriate data in the “Reason
Del eted” field of the school record. Specific reasons for
del eting a school fromthe database are listed in table 6-4.

d. A school record will not be deleted fromthe dat abase
until 2 years after the last test. Deletion of a school record
deletes all test scores fromthat school.

6-11. Printing school records

a. Records may be printed in al phabetical order by nane,
Service assigned, eligible or ineligible status. Records may be
printed in nunmerical order by school code, or a specific State
and county code.

Tabl e 6-4
Reasons to del ete a school

Reason Del et ed Reason Specific Conditions
Code

Cl osed CL

Consol i dat ed CO A new school code is not

necessary. The MEPS can use

t he existing high school

code, and update the nane in
the MEPS conputer systemto
its consolidated nane. The
remai ni ng schools may then be

del et ed.
Duplicate record IS A witten request to HQ
(sanme school, but USMEPCOM is required.
two different school
codes)

b. MEPS may print school records anytine during the schoo
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year. After making changes in the school database, print out
changes and verify they are correct.

c. Wien MEPS has finished testing for the current schoo
year, a copy of the current list of high schools wll be printed
for files. The printed listings give the testing history of each
school for the current SY, and provides such information as
school popul ation, dates tested, session nunber, juniors and
seniors tested, and testing Service.

d. MEPS will also print a list and coordinate a review with
each local recruiting Service to ensure accuracy and conpl et eness
of data for the upcomng SY. MEPS will update school nanes,
addr esses, and popul ati ons as necessary.

Chapter 7
Managi ng Test Session Information in the Student Database

7-1. Entering session data into the MEPS conputer system

Prior to scoring, each session package is assigned a session
nunber. Batch nunbers (the third, fourth and fifth digit of
sessi on nunbers) are assigned consecutively fromO001l to 999,

wi thout regard for the beginning or end of the school year

(e.g., if the last batch nunber at the end of a school year is
632, the first batch nunber for the new school year will be 633).
Thi s enabl es the conputer systemto retain nore than one year’s
session data. A description of session nunbers and gui deli nes
for assigning themare at appendi x H.

a. \Wen entering session information in the MEPS conputer
systemfor a split option (e.g., option 1 and option 8) session,
enter only one 5-digit session nunber plus an option code per
session input screen (i.e., 62 001 1 and 62 001 8). Al'l ot her
data fields will be the sanme except the session nunber and the
speci al instructions.

b. When entering session information into the MEPS conputer
systemfor a split session test, the date entered in the date
field will be the date the test session was conpleted. |f OPM
exam ners were involved over a 2-day period, the TC will adjust
the TA and proctor nunbers in the system accordingly.

c. Wen entering session information in the MEPS conputer
systemfor invalid (option 7) tests, put in only one five-digit
session nunber plus the option code per session input screen
(such as 62 001 1 and 62 001 7). All other data fields wll be
t he sane except the session nunber and the special instruction.
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7-2. Types of test session nodifications

Anytime during the SY each MEPS can request changes to test
session information already entered in the database. |If changes
are requested to the student database, the TCis responsible for
correctly filling out USMEPCOM Form 601-4-5-R-E. \Wen the

mai nt enance formis submtted to MOP-TD, the MEPS nust wait 24
hours after confirmation from HQ MOP-TD that the change was nmade,
to verify and/or process. These changes wi Il be acconplished be
MOP-TD as fol |l ows:

a. A school session or specific sequence nunber deletion. A
school session may require del etion because of a codi ng, conputer
and/or admnistrative error. To delete, prepare and fax USMEPCOM
Form 601-4-5-R-E per appendix E. Wen MOP-TD nakes the del etion,
MOP-TD will notify the MEPS tel ephonically to reprocess.

b. Session test-date or Service assignnment nodification. A
session test date or Service assignment may require nodification
because of a coding, a conputer, and/or admnistrative error. To
nodi fy, prepare and fax USMEPCOM Form 601-4-5-R-E per appendi x E

When MOP-TD nmakes the nodification, the MEPS will be notified

t el ephoni cal |l y. Verification of the change can be nmade after
t el ephonic notification by printing an individual school listing
fromthe school file. Ensure the correct test date or Service
assignnment is reflected and reprint as needed. Make pen and ink
changes on the appropriate docunents to include USMEPCOM For m
601-4-2-R-E

c. Special instruction (release code) nodification. The
special instruction (release code) may have to be changed because
of an error. To change a rel ease code, fax a USMEPCOM For m 601-
4-5-R-E. See appendix E for instructions to conplete this form

When HQ USMEPCOM nekes the nodification, the MEPS will be noti -
fied telephonically to reprocess. Verification of the change can
be made 24 hours after notification by printing an individua
school listing fromthe school file. Ensure the listing reflects
the correct special instruction for the specific session. Make
pen and i nk changes on the appropriate docunents, including the
Service copy kept on file. |If the MEPS cannot use the current
recruiter Service copy to nmake additional copies, then they may
reprint.
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Chapter 8
Centers of Influence (CO) Program

8-1. Description of CO Program

The CO Programis a nethod by which the ESS may market the ASVAB
Career Exploration Program At a CO event, food is provided by
the MEPS in exchange for the opportunity to present the ASVAB to
an assenbly of persons who may influence the reception of ASVAB

i n secondary and post-secondary schools. Wen deciding to
sponsor a CO event, the conmander and ESS nust consider the

f ol | owi ng:

a. How the event supports the objectives of the MEPS/ | RC
mar keti ng pl an.

b. Wat is the expected return on investnent.
8-2. CA funding and vendor paynent

a. Each year, not later than (NLT) 31 July, MOP-TD w ||
survey the MEPS to ascertain MEPS intentions for sponsoring CO
events in the comng fiscal year. After anal yzing subm ssions by
MEPS, MOP-TD will determ ne the anpbunt of funds to be set aside
for CO events, and wll notify each MEPS of the anpunt for which
it is approved.

b. Before making any conmtnents to sponsor a CO event, MEPS
must submt a conpl eted USMEPCOM Form 601-4-6-R-E (Centers of
I nfluence Event Fund Cite Request) to HQ USMEPCOM ATTN. MOP-TD.
Maintain a copy of the formunder FN 601 for 2 years. (See app.
E for instructions for conpleting this form) MOP-TD will issue
a fund cite wthin 14 days.

c. On receipt of the fund cite, contracting will be done
using the International Merchant Purchase Authorization Card
(IMPAC). Contact the MEPS | MPAC cardhol der for direction
regardi ng the contracting and paying for the CO event.

8-3. Funding, cost, and attendance constraints

a. Gatuity. Gatuity anount will not exceed 17 percent of
t he basic cost of the neal.

b. Co-sponsorship. To reduce MEPS cost or avoid duplicate
di ni ng events for the same CO's, co-sponsorship opportunities nay
be considered. Co-sponsorship normally neans that each partici-
pating organization will pay for an equal nunber of attendees.
This is desirable, but it is not a HQ USMEPCOM r equi renent for

8-1



6 Cctober 1997 USMEPCOM Reg 601-4

participation in co-sponsorship. Use of co-sponsorship should be
to increase the nunber of guests, not to increase the quality of
the event (e.g., better facility or a nore |avish nenu).

c. DOD personnel to civilian CO guest ratio. The maxi num
ratio of DOD personnel to civilian CO guests is 1:4. The nunber
of DOD personnel initially identified to attend nust be based
upon a realistic projection of CO guest attendance, and reduced
if warranted by the final confirmation of civilian invitee
intent. Al USMEPCOM and recruiting Service personnel, civilian
and mlitary, are DOD personnel.

d. Final confirmation. Contact each invitee within 3 days of
the deadline for submtting the final count to the vendor. This
is in order to reduce “no-shows” and to take appropriate action
to adj ust DOD personnel attendance.

8-4. Fundi ng prohibitions
CA event funds will not be expended for any of the follow ng:

a. Any CO event without some type of ASVAB presentation
during the event.

b. Lavish or extravagant events.

c. Personal or admnistrative expenses.

d. Purchase of al coholic beverages.

e. Rental of commercial transportation for CO guests.
f. Rental of facilities.

g. Rental of audiovisual or other equipnent. Such rental
expendi tures nust be made fromnon-CO fund cites.

h. O gani zational anniversaries, celebrations, or changes of
conmand.

i. An event, facility, or activity where adm ssion, seating,
or other accommodations are restricted relative to race, creed,
col or, sex, or national origin.

j. Purchase of tickets or adm ssions to sporting, recrea-
tional, or other public activities, or to charitable/fund raising
speci al events.

k. Circunvention of regulations or restrictions prescribed by
anot her directive.
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. Any purpose for which use of appropriated funds is ex-
pressly prohibited.

m I ncidental out-of-pocket expenses incurred by a USMEPCOM
mlitary or civilian nmenber in the day-to-day performance of his
or her duti es.

n. Oher incidental expenses that are payable from ot her
sources (e.g., registration fees, material s/costs to devel op
announcenents, awards, signs, etc.).

0. Repetitious events for the sane guests or target groups.

p. Entertainment of individuals or firns in the contract
bi ddi ng process, under a contract and/or retainer wth USVMEPCOM
ot her DOD organi zati ons, and/or Federal agencies.

g. Door prizes.

8-5. COA After-action Report

MEPS wi || conpl ete USMEPCOM Form 601-4-7-R- E (Centers of

I nfluence After-action Report)(RCS: MOP-6) and submt it to HQ
USMEPCOM ATTN:. MOP-TD (Chief, Testing Division) within 14 days
after the CO event. See appendix E for instructions for
conpleting this form Submt with the forma photocopy of the
vendor’s invoice. (File a copy of the fornms under 601 for 2
years.)

8-6. CO return on investnment eval uation

At the end of the SY NLT 15 July, the MEPS will conpl ete and
submt to HQ USMEPCOM ATTN. MOP-TD (Chief, Testing Division)
USMEPCOM For m 601-4-8-R-E (Centers of Influence Event Return on
I nvest ment Eval uation)(RCS: MOP-5). See appendix E for in-
structions for conpleting this form File a copy of the form
under FN 60l1a for 5 years.
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Chapter 9
Educati on Services Specialist Oganization Participation and
I ndi vi dual Devel opnent

9-1. Recommended organi zations for nenbership and participation
ESSs for the STP are encouraged to becone nenbers and active
participants in educator organizations that support the ASVAB
STP, and whose nenbers may influence the reception of the
program Qualifications for nenbership vary anong the organiza-
tions; each nust be investigated individually by the ESS
interested in nenbership. Participation in sone organization
prograns may not require nenbership. Reconmended organi zations
for nmenbership and/or participation include, but are not limted
to, the foll ow ng:

a. Anerican Counseling Association (known as ACA) and its
di vi sions such as the National Career Devel opnent Associ ation
(known as NCDA), Anerican School Counsel ors Association (known as
ASCA), and Association for Counselors and Educators in Governnent
(known as ACEG); 5999 Stevenson Avenue, Al exandria, VA 22304-
3300, (800) 347-6647.

b. American Vocational Association (known as AVA), 1410 King
Street, Alexandria, VA 22314, (800) 826-9972.

c. National Association of Secondary School Principals (known
as NASSP), 1904 Association Drive, Reston, VA 22091-1537, (703)
860- 0200.

d. National Cccupational Information Coordinating Conmttee
(known as NO CC), 2100 M Street NW Suite 156, Washington, DC
20037, (202) 653-5665.

e. National School Boards Association (known as NSBA), 1680
Duke Street, Al exandria, VA 22314, (703) 838-6722.

9-2. MEPS ESS participation at national |evel

The MEPS ESS active with local and State | evels of educator or-
gani zati ons nmay be call ed upon or el ected by those organi zations
to participate at the national level. |In such cases, and where
the MEPS ESS will be representing the STP, witten request to
participate at the national |evel nust be submtted to HQ
USMEPCOM ATTN:. MOP-TD, stating the capacity of participation,
NLT 60 days prior to deadline for commtnent. Witten approval

or di sapproval w th explanation nust be di spatched by the Conmand
ESS NLT 14 days after receipt of the request.

9-3. Purchase of organi zati on nmenbershi ps
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Pur chase of personal nenberships by HQ USMEPCOM or MEPS is
prohi bited. Any nenbershi ps purchased by HQ USMEPCOM or MEPS
must be in the name of HQ USMEPCOM or MEPS, with the ESS as the
representative or POC

9-4. Participation in educator organizations

Participation in educator organizations includes attendance at

or gani zati on conventions to pronote the ASVAB as a program
presenter, an exhibitor in the trade show area, or as a nenber of
t he organi zation. The MEPS ESS will:

a. Diligently seek inclusion on the program of conventions.

b. Choose to exhibit at a convention trade show only after
t hor oughl y assessing possible gain from participation and/or
likely loss fromnonparticipation. After exhibiting at a
convention, the ESS will wite and retain for 2 years a sunmary
statenment on the convention that includes associated costs, the
nunber of persons attending, traffic flow, new | eads, and any
other itenms that may inpact the STP

c. At the end of the SY, NLT 15 July, conplete for each
convention attended as a program partici pant or exhi bitor
USMEPCOM For m 601-4-10-R-E (Conventi on Return on | nvest nent
Eval uation) (RCS: MOP-9) and submit to HQ USMEPCOM ATTN. MOP-TD
(Command ESS). See appendix E for instructions for conpleting
this form File a copy of the conpleted formunder FN 601 for 2
years.

d. A MEPS ESSs attendi ng any national convention for
prof essi onal devel opnent, but not registering as an exhi bitor,
must notify HQ USMEPCOM MOP-TD, NLT 2 weeks prior to attendance.
This does not apply when the ESS is attendi ng a nati onal
convention on personal tine and at personal expense.

e. The MEPS ESS who registers at a national convention as
part of the staff for the HQ USMEPCOM exhi bit (in order to reduce
the cost of attending) will be under the supervision of the HQ
USMEPCOM representative for all activities related to the
exhibit. Al such registrants will be expected to take schedul ed
turns staffing the exhibit. Those requiring exception mnust
notify the HQ USMEPCOM representative NLT 2 weeks prior to
att endance.

f. Attendance of the MEPS ESS at any convention is at the
di scretion of the MEPS conmandi ng officer and subject to such
consi derations as avail able funding, projected benefits to the
STP, and duty priorities.
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9-5. Professional devel opnent

The ESS i s encouraged to continue to devel op professionally by
attendi ng wor kshops sponsored by educat or organi zations and
school officials, and by taking college and university courses to
upgrade or refresh job-related skills.

a. Guvilian training funds may be avail abl e through MEPS for
tuition reinbursenent. The ESS will file DD Form 1556 (Request
for Training), which requires the MEPS conmandi ng officer’s
approval and the approval of the training officer at the
servicing civilian personnel office (CPO.

b. To qualify for tuition reinbursenent, courses nust be
clearly mssion-related and will not be taken solely for the
pur pose of earning a coll ege degree.

c. The ESS may take one course at CGovernnent expense every
ot her year, conmmencing with the beginning of the second year of
enpl oynent at USMEPCOM provided funds are avail abl e.

9-6. Individual devel opnent plan (1DP)

The IDP on DA Form 5398 (Civilian Performance Rating) or |oca
CPO equi val ent, should include types of training (course titles,
i f known), devel opnental assignnents, or self-devel opnent act-
ivities which will enhance the professional expertise of the ESS.

9-7. Budget and funding

Budget and fundi ng for MEPS organi zati on nenbershi ps, convention
attendance, and professional devel opnent costs are a MEPS
responsibility. An earnest estimate of all costs projected for
the next fiscal year for nenbershi ps and convention attendance
nmust be stated in the budget submitted to HQ USMEPCOM NMRM FM FS.
Sonme itens to include are per diem exhibit booth rental fees,
transportation, shipping costs, and registration fees.

Chapter 10

Overseas Testing Program

10-1. ASVAB testing outside the United States and Puerto Rico
Conduct ASVAB testing outside the United States and Puerto Rico
in close coordination with HQ USMEPCOM Operations (Testing
Section). The testing procedures prescribed in this chapter are
uni que to the Overseas Testing Program and include details
regardi ng student and enlistnent testing.

10-2. USMEPCOM recruiting Service coordination

a. HQ USMEPCOM MOP-TD, is responsible for the foll ow ng
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duti es:

(1) Scoring the ASVAB test and sending results to the
appropriate personnel. The duties of scoring ASVAB tests and
sending results for the student tests to school counselors and
enlistment test results to the TCOs are del egated to Eastern and
Western sectors, including giving the recruiter Service copy to
the Service |iaison

(a) Eastern Sector is responsible for the European,
Cari bbean, and Central American areas. Eastern Sector wl|l
designate a MEPS to score and send test results to the area of
responsibility wwthin 7 normal working days after receipt of the
answer sheets, using express nmail. The MEPS that will provide
this support will be identified in witing. The MEPS TCO wi | |
send a copy of the tasking nmenorandumto HQ USMEPCOM ATTN:. MOP-
TD (Overseas Testing Coordinator), 2500 Green Bay Road, North
Chicago, IL 60064-3094.

(b) Western Sector is responsible for the Pacific and
Far East areas. Wstern Sector will designate a MEPS to score
and send test results to the area of responsibility within 7
nor mal wor ki ng days after recei pt of the answer sheets, using
express mail. The MEPS designated to provide this support wl|
be identified in witing. The MEPS TCOw |l send a copy of the
t aski ng nenorandum to HQ USMEPCOM ATTN. MOP-TD (Overseas
Testing Coordinator), 2500 G een Bay Road, North Chicago, IL
60064- 3094.

(2) Providing training as required to the Services’
overseas TAs, recruiters, and Departnent of Defense Dependent
School s (DODDS) gui dance counsel ors.

(3) Docunenting identified problens. Reporting problens,
overseas test scores and accession data to the Assistant
Secretary of Defense (Force Managenent and Personnel) and the
Servi ces.

(4) Ensuring sufficient anounts of test/support materials
are printed and distributed.

b. The Services are responsible for the follow ng duties
(delineated in AR 601-222):

(1) Operation of the Overseas Testing Program

(2) Ensuring only Service-designated overseas TCOs and TAs
handl e ASVAB nateri al s.
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(3) Ensuring recruiters do not handle, distribute, or
collect test material s.

c. Service TCOs are responsible for the follow ng duties:

(1) Admnistering the student ASVAB test and nailing the
testing itenms, below, to the designated MEPS within 48 hours
after testing.

(a) Conpleted original ASVAB Scoring Wrksheet.
(b) Conpleted student answer sheets.
(2) Administering the enlistnment ASVAB test and mailing
the enlistnent testing itens, below, to the designated MEPS

within 48 hours after testing:

(a) Conpl eted USMEPCOM Forns 714- A-E (Request for
Exam nati on).

(b) Conpl eted applicant answer sheets.

d. The TCO and the appropriate Service recruiter are
responsi bl e for ensuring USMEPCOM Form 714A-E is accurately
conpl eted and signed before the TCO TA admi nisters the test.
NOTE: A score is official and becones the score of record only
after the MEPS scores the answer sheet.

e. Recruiters will coordinate, schedule, and provide proctor
support (when needed) for school testing.
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Appendi x A
Ref er ences

Section |
Requi red Publications

CE 611-1
O fice of Personnel Managenent (OPM Handbook for Adm nistering
the ASVAB. Cited in paragraphs 2-12b, 3-1b, 3-11, and 4-1.

USMEPCOM Reg 5- 5%
Security, Safety, and Special Prograns. GCited in paragraph 2-1b.

USMEPCOM Reg 611-1
Enlistment Qualification Tests. Cited in paragraphs 1-4j(1)and
(2), 3-1a, 3-4a, 3-4c(7), and 3-11.

Section |1
Rel at ed Publicati on

AR 601- 222/ OPNAVI NST 1230. 1B/ MCO 1130. 52D/ CG COVDTI NST 1130. 13B/
AFR 33-6
Armed Services (Institutional) Vocational Testing Program

Section |11
Requi red Forns

DA For m 1556
Request for Training. GCited in paragraph 9-5a.

Not e:

1. Distributed by e-mail. (The publication/formis also on the
USMEPCOM El ectroni ¢ Pubs/ Forns Library. The library is available
to MEPS users only; it will be available to HQ USMEPCOM and
sectors later.) USMEPCOM Reg 5-5 was transferred fromthe

Bull etin Board Systemto the electronic library.

DA For m 20282
Reconmended Changes to Publications and Blank Fornms. Cited in
t he “Suggested inprovenents” paragraph.
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DA For m 5398
Civilian Performance Rating. GCited in paragraph 9-6.

OPM Form 697- A
Record Sheet for Arnmed Forces Applicants Examnation. Cited in
par agraph 1-41 (11)(f).

SF 44
Purchase Order Invoice Voucher. Cited in paragraph 2-9b(2).

USMEPCOM For m 714A- E
Request for Exam nation. Cited in paragraph 10-2c(2)(a).

Section IV
Prescri bed Forns

USMEPCOM For m 601- 4- R- E®
Student Test Answer Form Di screpancy List. Cited in paragraphs
1-41 (11) (a).

USMEPCOM For m 601- 4- 1-R- E3
MEPS School File Data Input Record. Cited in paragraph 1-
141 (11) (b) .

USMEPCOM For m 601- 4- 2-R- E3
Processing and Distribution Control Record. GCited in paragraph
1-41 (11) (c).

Not es:
2. Avail abl e on DA Pam 25-30 (cd-ron).

3. MEPCOM I ntegrated Resource System (MRS) fornms. MEPS will
generate the forns through the MRS

USMEPCOM For m 601- 4- 3-R- E3
St udent ASVAB Test Record. Cited in paragraph 1-41(11)(d).

USMEPCOM For m 601- 4- 4- R- E*
Recei pt of Arned Services Vocational Aptitude Battery (ASVAB)
Booklets. Cited in paragraph 1-5m1)(d).

USMEPCOM For m 601- 4- 5- R- E*
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St udent Testing Dat abase Mai ntenance Form Cited in paragraph 1-
41 (11) (e) and paragraph 7-2.

USMEPCOM For m 601- 4- 6- R- E*
Centers of Influence Event Fund Cite Request. Cited in paragraph
8- 2b.

USMEPCOM For m 601- 4- 7- R- E*
Centers of Influence Event After-Action Report (RCS: MOP-6).
Cited in paragraph 8-5.

USMEPCOM For m 601- 4- 8- R- E*
Centers of Influence Event Return on Investnent Eval uation (RCS:
MOP-5). GCited in paragraph 8-6.

USMEPCOM For m 601- 4- 9- R- E*
Student Testing Program Quarterly Activity Report (RCS: MOP-7).
Cited in paragraph 1-4h(18).

Not es:

1. Distributed by e-mail. (The publication/formis also on the
USMEPCOM El ectroni ¢ Pubs/ Forns Library. The library is available
to MEPS users only; it will be available to HQ USMEPCOM and
sectors later.) USMEPCOM Reg 5-5 was transferred fromthe

Bull etin Board Systemto the electronic library.

3. MEPCOM I ntegrated Resource System (MRS) fornms. MEPS will
generate the fornms throught the MRS

USMEPCOM For m 601- 4- 10- R- E*
Convention Return on Investnent Evaluation (RCS: MOP-9). Cited
i n paragraph 9-4(c).

Section V
Prescri bed File Nunbers

601
General personnel procurenent correspondence files. Cited in
par agr aphs 1-4h(13) and 1-4l(11)(e).

601la
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MIlitary personnel procurenent statistics. Cited in paragraphs
1-4h(11) (a)through (d), 1-4h(18), 5-7b, and 5-11.

601-222d
Qualification test answers. Cited in paragraph 1-41(11)(f).

601- 222f
Test material inventories. GCted in paragraph 1-4n(1)(d).

Not e:

1. Distributed by e-mail. (The publication/formis also on the
USMEPCOM El ectroni ¢ Pubs/Fornms Library. The library is available
to MEPS users only; it will be available to HQ USMEPCOM and
sectors later.) USMEPCOM Reg 5-5 was transferred fromthe
Bul l etin Board Systemto the electronic library.
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Appendi x B
Managenment Control Eval uation Checkli st

B-1. Function. The function covered by this checklist is to
monitor activities related to the student Arned Services Vo-
cational Aptitude Battery (ASVAB).

B-2. Purpose. The purpose of this checklist is to assist test-
i ng personnel in the MEPS in evaluating the key managenent con-
trols listed below. It is not intended to cover all controls.

B-3. Instructions. Answers nust be based on actual testing of
key managenent controls (e.g., docunent analysis, direct obser-
vation, sanpling, sinmulation). Answers which indicated defi-

ci enci es nmust be explained and corrective action indicated in
supporting docunentation. These managenent controls nust be

eval uated at | east every 5 years. Certification that this eval -
uation has been conducted nmust be acconplished on Departnment of
the Arny Form 11-2-R (Managenent Control Evaluation Certification
St at enent) .

B-4. Test Questions.

PROCTOR SUPPORT

To ensure test security and an orderly atnosphere for adm nis-
tering the student test, a maximum 40:1 student-proctor ratio is
allowed. One proctor is required for 1 to 40 students, except
where this requirenent is waived by the MEPS conmander for a
schedul ed rest session for 25 or fewer students. (Chap. 2)

I s USMEPCOM Form 601-4-3-R-E (Student ASVAB Test Record) signed
by all proctors attending a test session?

YES  NO __ Remarks:

Are proctor support waivers by MEPS commander properly docu-
nment ed?

YES NO  Remarks:

I's proper notice given to recruiting Services for proctor no-
shows?

YES NO _ Remarks:
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Did proctors arrive at the test site at |east 30 m nutes before
the test session?

YES __ NO __ Remarks:

Did TA brief proctors on duties prior to starting the test?

YES __ NO __ Remarks:

TEST ADM NI STRATI ON

Fol | owi ng proper procedures for adm nistering the student test
and delivering answer forns to MEPS ensures the validity and
security of the test. (Chaps. 2 and 3)

I s adequate tinme allowed for each test session?

YES  NO __ Remarks:

Are instructions read verbatimby the adm nistrator?

YES NO  Remarks:

Are subtests 1 through 5 adm nistered prior to any break or
session split?

YES NO  Renarks:

Are TAs certified?

YES NO  Remarks:

Are all test nmaterials collected and accounted for before
students are rel eased?

YES _ NO __ Remarks:

Is part C of USMEPCOM Form 601-4-3-R-E properly conpl et ed?

YES  NO __ Remarks:

I s usage of test versions being tracked to ensure equal usage of
all versions?

YES  NO __ Remarks:

I s USMEPCOM Form 601-4-4-R-E (Recei pt of ASVAB Bookl ets) properly
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i ssued and returned when assi stant TAs are used?

YES  NO __ Remarks:

Is a quality assurance check done by the TA after each test
sessi on?

YES __ NO __ Remarks:

Are all answer sheet packages nmiled or hand delivered to the
MEPS wi thin 48 hours after the test?

YES  NO __ Renmarks:

Do delivery methods neet security requirenments of USMEPCOM Reg
611-17?

YES  NO __ Remarks:

TEST CONTROL
Test control is very inportant to avoid test |oss and/or
conprom se. (Chap. 4)

Is there a TAin each room and a MEPS-appoi nted nonitor for each
mul tiroomtest?

YES _ NO __ Remarks:

Does the TA distribute alternate test versions to students?

YES __ NO __ Remarks:

Are cheating incidents recorded on USMEPCOM Form 601- 4- 3- R- E?

YES _ NO __ Renmarks:

TEST SCORI NG AND DI STRI BUTI ON

Student tests nust be scored and results nust be delivered or
made available to schools and recruiting services in a secure and
timely manner. (Chap. 5)

I's informati on on USMEPCOM For m 601-4-2-R-E (Processi ng and
Di stribution Control Record) kept current?

YES _ NO __ Remarks:

Are all answer sheets either processed, or annotated in the
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appropriate bl ock for nonprocessed fornms on USMEPCOM For m 601- 4-
2-RE?

YES __ NO __ Remarks:

Are all answer sheets waiting to be processed stored under double
| ock?

YES _  NO __ Remarks:

Does the Service representative who picks up the recruiter copies
of student results, or the MEPS person who mails the results to
the Service, initial in the appropriate bl ock on USMEPCOM For m
601-4-2-R-E?

YES  NO __ Renarks:

Is the STS feedback statistical report nmanually printed and
checked daily?

YES  NO __ Remarks:

Are all student test packages scored and results dispatched to
the school within 14 days after the test session?

YES  NO _ Renarks:

SCHOOL DATABASE MANAGENMENT

Proper procedures for inputting new data and changi ng current
data in the student database nust be followed to ensure the
intended information is processed. (Chap. 6) Modifications of
test session information already in the database will be done at
HQ USMEPCOM at the request of the MEPS. (Chap. 7)

Are State and county codes correct according to the physical
| ocati on of each school ?

YES __ NO __ Remarks:

Are schools in the database designated eligible or ineligible
with the proper status code?

YES  NO __ Remarks:

Are all requests for change in Service assignnent, change in
eligibility status or for school deletion approved by the | RC?
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YES  NO __ Remarks:

For a change in test session information, HQ USMEPCOM does the
change and confirms with MEPS that change has been done. NEPS
must then wait 24 hours to verify that the change fully
processed. |s each requested and confirned change verified?

YES NO  Remarks:

CENTERS OF | NFLUENCE (CO) PROGRAM

The CO programis a marketing strategy available to the MEPS
whereby a sit-down neal is purchased for the opportunity to
address a group of influential persons about the ASVAB Car eer

Expl orati on Program Sponsorship of a CO event should al ways be
with an objective in mnd, and the results of the event nust be
eval uated. (Chap. 8)

Has a specific group been identified where appeal by way of a CO
event may elicit support or advocacy for the ASVAB Career
Expl orati on Progranf

YES  NO _ Renarks:

Can the intended returns on a CO event be clearly stated and/ or
nmeasur ed?

YES  NO __ Remarks:

Has fundi ng been approved and/or a fund cite provided by HQ
USMEPCOW?

YES NO  Remarks:

Did each attendee depart know ng what support had been requested
of himor her?

YES  NO __ Remarks:

Was followmp contact with each attendee made within 5 days after
the CO event?

YES NO  Remarks:

Wer e USMEPCOM Forns 601-4-7-R-E (Centers of Influence Event
After-action Report) and 601-4-8-R-E (Centers of Influence Event
Return on I nvestnent Eval uation) conpleted for each CO event and
submtted to HQ USMEPCOM ti nel y?
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YES  NO __ Remarks:

ORGANI ZATI ON MEMBERSHI P AND PARTI CI PATI ON

Participation in educational organizations and their activities
is inportant in the marketing of the ASVAB Career Exploration
Program Continued training and professional devel opnent for the
ESS i s encouraged. (Chap. 9)

Has the ESS assessed what | ocal and State educational organiza-
tions are best able and/or nost willing to advocate for the ASVAB
Career Exploration Programin the MEPS area?

YES  NO __ Renmarks:

Have funds been included in the MEPS budget for |ocal and state
convention costs, to include any fees for exhibit, registrations
and per dienf

YES _ NO __ Remarks:

Have funds been included in the budget for ESS attendance at any
nati onal conventions for professional devel opnent?

YES _ NO __ Remarks:

Has HQ USMEPCOM been notified of ESS intent to attend a nationa
convention?

YES  NO __ Remarks:

Does the ESS have an individual devel opnent plan (I1DP) on file?

YES  NO __ Remarks:

Are funds included in the MEPS budget for ESS training and/or
tuition rei nbursenent?

YES  NO __ Remarks:

OVERSEAS TESTI NG

Overseas student testing requires special actions and consi der-
ations. Only three MEPS are involved in overseas testing: Fort
Jackson, Honol ulu, and New York. (Chap. 10)

Is this MEPS involved in overseas testing?

YES _ NO __ Remarks:
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Are responsi ble MEPS scoring and di spatching results within 7
wor ki ng days after recei pt of answer forns?

YES __ NO __ Remarks:

I's proper training being provided to the recruiting Services’
overseas test adm nistration personnel and DODDS gui dance
counsel ors?

YES NO  Remarks:

Are sufficient quantities of ASVAB test materials on hand?

YES __ NO __ Remarks:

MARKETI NG PLAN

To ensure cost effectiveness, to devise a |ocal nethodol ogy for
mar keti ng the ASVAB Career Exploration Program and to reduce
wast eful duplication of effort anong the recruiting services and
MEPS, the MEPS ESS and recruiting ESS s (or designated represen-
tatives) will devise a marketing plan. (App. C)

Did a representative fromeach recruiting service participate
with the MEPS ESS in the devel opnent of the marketing plan?

YES  NO __ Renmarks:

Was the marketing plan endorsed by each I RC service conmander ?

YES NO  Renmarks:

Was the marketing plan forwarded to HQ USMEPCOM ATTN.  MOP-TD,
by 1 Sep?

YES  NO __ Remarks:

STUDENT TESTI NG PROGRAM MATERI ALS AND SUPPLI ES

All ASVAB materials will be delivered to MEPS for storage and use
in the local Student Testing Program The MEPS is responsible for
the delivery of materials to schools, but may obtain the assis-
tance of the recruiting services for the delivery of sone itens.
The MEPS nust ensure sufficient quantities are on hand, and
avoid waste. (App. D)

I's the nunber of Exploring Careers: The ASVAB Wr kbook on hand or
on order sufficient for testing projections for the reminder of
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t he school year (SY)?

YES  NO __ Remarks:

Has the MEPS conmander desi gnated soneone to order supplies
t hrough Standard Arny Publications System ( STARPUBS) ?

YES __ NO __ Remarks:
PRESCRI BED FORMS

The prescribed fornms in the regulation are generated either by
MRS or by Delrina FormFl ow software. Proper conpletion,

filing, and disposal are inportant. (App. E.)

Is there a 1-nonth supply of each formon hand in case of a power
failure?

YES  NO __ Remarks:

Is there a conpl eted USMEPCOM Form 601-4-3-R-E in the historica
file of each school that tested?

YES  NO _ Renarks:

Were USMEPCOM Forns 601-4-9-R-E (Student Testing Program
Quarterly Activity Report) submtted to HQ USMEPCOM NLT the 15th
day of the nmonth (followi ng the end of the quarter) being
reported?

YES  NO __ Remarks:

TEST SESSI ON NUMBERS

A nunber reference to a test session wll always contain six
digits: the first two digits represent the MEPS; the third,
fourth and fifth digits conprise the sequential batch nunber; and
the last digit is the release option code. Split-option test
sessions will be referenced by nore than one nunber, each
containing the same first five digits and a different option
code. Care nust be given to properly reference every batch and
option code within the batch. (App. H.)

Do sequential batch nunbers begin with 001 and end with 999
before starting over again?

YES NO  Remarks:

Are rel ease options properly designated?

YES  NO __ Remarks:
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B-5. Supersession. This checklist replaces the checklist for
the Internal Control Review Checklist previously published in
USMEPCOM Reg 601-4, dated 13 June 1991; and USMEPCOM Reg 601- 2,
dated 15 March 1991

B-6. Comments. To help nmake this a better tool for evaluating

managenent controls, submt coments to HQ USMEPCOM ATTN:. MOP-
TD, 2500 Green Bay Road, North Chicago, Illinois 60064-3094.

B-9



6 Cctober 1997 USMEPCOM Reg 601-4

Appendi x C
Student Testing Program Marketing Pl an

C1. Marketing plan devel opnent

Near the end of each school year (SY) the MEPS ESS wi |l conduct a
subconmittee nmeeting inviting representatives fromeach IRC
conponent to review the status of the STP, evaluate the success
of past marketing efforts, and develop a joint marketing plan for
the comng year. MEPS will submt the marketing plan to | RC
menbers for review and signature NLT 1 July. MEPS will submt to
t he appropriate sector commander a copy of the marketing plan as
soon as it is signed by the [ocal |IRC MEPS commanders but NLT 1
Sep. In the event that any signature cannot be obtained by this
date a nmenorandum for record will acconpany the marketing plan
expl ai ning the circunstance(s).

a. To neet national requirements, MOP-TD will devise a
nati onal marketing plan and/or provide special instructions for
MEPS marketing plans. The national marketing plan and/ or any
special instructions will be provided to MEPS NLT 1 My.

b. At a mininmumthe marketing plan should include:

(1) Goals - A summarized statenent of what is to be
achieved in the com ng SY.

(2) Qpbjectives - Specific, and if possible quantifiable,
actions and acconplishnents that contribute to the goal (s).

(3) Available market - Use statistical analysis of the
MEPS entire area of responsibility.

(4) Conpetition - Oher career exploration instruments
used by schools in the MEPS area, and how they conpete with the
ASVAB CEP

(5) Target popul ations - Desirable schools, districts or
popul ations that are especially difficult to sell

(6) Cbstacles - Attitudes and inclinations anong
educat ors, students, parents, or DOD personnel that make it
difficult to maintain or expand the use of the ASVAB CEP
Exanpl es are the selection of release option 8, testing nostly
tenth graders, and proctor no-shows.

(7) Resources available - Human resources, financi al
resources, broadcast or print nmedia, time, and special talents.
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(8 Responsibilities - Delineate so as to avoid
duplication of effort by MEPS and Service ESSs, and ot her
recruiting Service personnel.

(9) Strategies - Ways to overcone obstacl es.

(10) Tinme lines - List special dates, such as the
begi nni ng of open season.

(11) An analysis of the marketing plan’s actions and
strategies to arrive at recommendations for future plans/
strategies.

C-2. WMarketing Plan changes

The recruiting Service and MEPS conmanders, ESSs, and ot her

per sonnel responsible for pronoting the ASVAB CEP to the
education community should refer to the marketing plan throughout
the SY. Required changes in the marketing plan should be agreed
upon by all contributors.
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Appendi x D
STP Support Materials

D-1. Support literature, training aids, and novelty itens

STP materials are designed, distributed, and used to pronote the
STP in secondary and post-secondary schools nationwi de. These
materials are categorized as foll ows:

a. ASVAB support literature. This type of ASVAB literature
descri bes the STP and test characteristics and uses, and provides
ot her information about the STP to various audi ences (e.g.,
counsel ors, students, or parents).

b. Training aids. These materials are used to train edu-
cators, counselors, recruiters, and others on how to interpret
the ASVAB results and use ASVAB CEP.

c. Novelty itenms. These itens are used as gifts to engage
prospective supporters and users of the ASVAB CEP, to express
appreciation, and to increase general awareness of the STP. They
may be issued at educator conventions, CO activities, visits to
school officials, and any sim |l ar occasi on where the ASVAB and
the STP are discussed. Procurenent of these itens is contingent
on avail abl e funding, and may not neet actual demand.

D-2. Description of support literature
a. Materials for counsel ors.

(1) ASVAB 18/ 19 Educator and Counsel or Guide. A brief
brochure about the ASVAB 18/ 19 Career Exploration Program
Summari zes key el enents of the program such as ASVAB 18/ 19
content, technical specifications, use of test information, and
frequently asked counsel or questions. Also discusses features of
t he program such as the Wrkbook.

(2) ASVAB 18/19 Counsel or Manual. In-depth guide to the
ASVAB 18/ 19 Career Exploration Program Explains the program
background, research, and operation; describes the content and
techni cal characteristics of Exploring Careers: The ASVAB
Wor kbook and Interest Finder (IF); provides case studies and
ot her support for interpreting the ASVAB and using it for
counseling in career exploration and decision meking; and
i ncl udes additional support references and material s.

(3) ASVAB 18/19 Technical Mnual. Provides statistical
and ot her detailed technical information substantiating the
credibility of the ASVAB for its intended uses; al so describes
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techni cal underpi nnings of the IF and the Occu-Find Bookl et .

b. Materials for students and parents.

(1) ASVAB 18/19 Student and Parent Quide. |ntroduces
students and parents to the ASVAB and its use in career
expl oration and planni ng; provides sanple test questions; answers
commonl y asked questi ons.

(2) Exploring Careers: The ASVAB Wrkbook. Contains
information and a series of activities and story line that help
students organi ze i nformati on about thenselves and use it for
career exploration. The Wrkbook contains the Interest Finder
(I'F), an interest inventory, and the Cccu-Fi nd Bookl et.

(3) Mlitary Careers. Provides an occupational basis for
interpreting ASVAB by describing 127 enlisted occupati ona
clusters of jobs that are related to the mlitary careers score.

It describes 70 officer occupational clusters. Descriptions of
23 enlisted and 13 officer career paths are al so provided.

D-3. Description of training aids

a. Recruiter Quide. This guide contains basic information
about the ASVAB and how it pertains to recruiters.

b. Sanple ASVAB Student Results Sheet. A sanple of a
conpl eted ASVAB Student Results Sheet.

c. Cccu-Find Booklet and marker. ldentical to the Cccu-Find
Bookl et that comes with Exploring Careers: The ASVAB Wr kbook.
To be used for training when consunption of the whole Wrkbook is
unnecessary and wast eful .

D-4. Description of novelty itens

a. ASVAB tablets: 3 by 5-inch witing tablets with the ASVAB
| ogo. Handout at conventi ons.

b. School Pl anning Guide: A 2-year poster size planning
calendar. Hand to individual counsel ors and educators.

c. ASVAB bal |l point pen: Handout at conventions and CO
events.

d. Pop-up cal endar: rubber band-supported cal endar ball
Handout at CO events and conventi ons.

e. ASVAB bag: Handout at conventions and CO events.
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f. "Planning Your Future" poster: Use to post date, tine,
and | ocation of upcom ng ASVAB test session.

g. "ASVAB is Com ng" flyer: |Issue to students so that they
may conplete the bottom portion and give to the school counsel or
to express interest in or intent to participate in ASVAB test.

h. Letter openers: Plastic |letter opener; Handout to coun-
selors at CO events and personal visits.

. Twin-tip markers: Conbination felt-tip pen and hi gh-
i ghter; handout to counselors during individual visits, CO
events, and training sessions.

j. ASVAB folder: Two-pocket paper folder; use for training
packet s and handouts.

k. ASVAB "Career Exploration Progrant brochure: Explains the
ASVAB CEP; issue to counselors and other interested educators.

D-5. ASVAB Career Exploration System (ACES)

ACES is a conputer software product available for installation in
school s where the ASVAB is given. It is usable on |IBMconpatible
conmputers with a 386 or higher processor and at |east two
nmegabyt es of random access nenory. Revised and expanded versions
of ACES will be progressively nunbered (i.e., ACES version 1.0,
ACES version 2.0, etc.) The MEPS will record and keep on file
for 2 years the schools to which MEPS has distributed or
installed ACES. The ESS will list these schools in the STP
Quarterly Activity Report.

D-6. Odering information

MOP-TD will determ ne the quantity of each itemeach MEPS w ||
receive in initial distribution. To derive the quantities, MOP-
TD wi Il consider the nunmber of schools in the MEPS area, recent
historical testing nunbers, and funding constraints. The total
allotted will be for standard operation of the STP, training
requi renents, and sanples for affiliated recruiting Services.

a. |If stock of printed itens is depleted before the end of
the SY, additional stock may be obtained by way of Standard Arny
Publ i cati ons System ( STARPUBS) .

b. Novelty itens are of |lesser funding priority than printed

materials and, therefore, quantity procured and distributed nay
not nmeet actual demand. Al that is procured will be distributed
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inthe initial distribution (i.e., no margi nal quantity is
war ehoused for subsequent requisitions). Novelty itenms are not
avai | abl e t hrough STARPUBS.

c. To request materials through STARPUBS, include the product
name/ nonencl ature, unit of issue (U), and maxi mum al | owabl e
quantity (MAQ, provided bel ow
Nane (nomencl at ure) ul MAQ

ASVAB 18/ 19 Counsel or Manual CTN 10CTN
(DOD 1304. 12-L- ASTP-CM

ASVAB 18/ 19 Student and Parent Qui de CTN 5CTN
(DOD 1304- 12-L- ASTP- SPG)

ASVAB 18/ 19 Educat or and 5CTN PK/ 25
Counsel or Cui de
(DOD 1304. 12- L- ASTP- ECG)

Expl ori ng Careers: The ASVAB Wr kbook CTN 10CTN
(DOD 1304. 12- L- ASTP- WB)

Mlitary Careers CTN 10CTN
(DOD 1304. 12- L- ASTP- MO)

Nane (nomencl at ure) ul MAQ

Recrui ter Cuide BKL 1BKL
(DOD 1304. 12- L- AETP- RG

St udent Results Sheets CTN 10CTN
(DD Form 1304-5)

Sanpl e Student Results Sheets CTN 5CTN
(DD Form 1304- 5- RS)

Cccu- Fi nd Bookl et *

Techni cal Manual BKL 1BKL
(DOD 1304. 12- L- ASTP-TS)

St udent Answer Sheets PK/ 100 50PK
(DD Form 1304- 4AS)

Enli st ment Answer Sheets PK/ 100 50PK
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(DD Form 1304- 1AS)

Conver si on Tabl es BKL 1BKL
(DOD 1304. 12- L- AETP- CT3)

*Not avail abl e through STARPUBS. Initial shipnment is conplete
and final.
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Appendi x E
Instructions for Preparing Prescri bed USMEPCOM For ns

E-1. Forns generation

USMEPCOM forns prescribed by this regulation are electronically
generated. Each may be conpleted manual ly. Except for those
forms nentioned in paragraph E-1a, a 1-nonth supply will remain
in stock in case of a power failure.

a. USMEPCOM Form 601-4-R-E (Student Test Answer Form Di s-
crepancy List), USMEPCOM Form 601-4-1-R-E (MEPS School File Data
I nput Record), USMEPCOM Form 601-4-2-R-E (Processing and Distri -
buti on Control Record), and USMEPCOM For m 601-4-3- R-E ( St udent
ASVAB Test Record) are MRS generated forns. A 5-day supply wll
remai n in stock.

b. USMEPCOM Form 601-4-4-R-E (Recei pt of Arned Services
Vocational Aptitude Battery (ASVAB) Booklets), USMEPCOM Form 601-
4-5-R-E (Student Testing Dat abase Mi ntenance Form, USMEPCOM
Form 601-4-6-R-E (Centers of Influence Event Fund Cte Request),
USMEPCOM Form 601-4-7-R-E (Centers of Influence Event After-
action Report)(RCS: MOP-6), USMEPCOM Form 601-4-8-R-E (Centers
of Influence Event Return on Investnent Evaluation)(RCS: MOP-5),
USMEPCOM For m 601-4- 9- R- E( St udent Testing Program Quarterly
Activity Report)(RCS: MOP-7), and USMEPCOM Form 601-4-10-R-E
(Convention Return on Investnent Eval uation)(RCS: MOP-9) are
generated by Delrina FornFl ow software.

E-2. Prescribed forns (in nunerical order)

a. USMEPCOM Form 601-4-R-E (Student Test Answer Form
Di screpancy List). Use this formto notify schools when student
answer sheets cannot be scored, or when scores are invalid for
enlistnment (option 7). This formand an appropriate |etter of
expl anation nust be included in the results package sent to the
school. The MEPS will maintain a file copy for 2 years. In-
structions for conpleting the formare as foll ows:

(1) To: Enter the school’s POC and school name for the
specific test session.

(2) Session Date: Enter the date the session was
conpl et ed.

(3) From Enter the MEPS nane and PCC

(4 On the blank line, fill in the nane of the school.

(5) Nane: Enter the nanme(s) of the student(s) whose
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answer sheet was not processed, or whose scores are not valid for
enl i stnent.

(6) Reason Not Processed: Place an “X’ in the appropriate
columm to indicate the reason the student’s test was not pro-
cessed. Reason codes 1 and 2 are explained at the bottom of the
form

(7) Reason Processed Invalid: Place an “X’ in the appro-
priate columm to indicate the reason the student’s scores are not
valid for enlistnment. |If the reason indicated is nunber 5, an
expl anation nust be provided in the lined area at the bottom of
the form Reason codes 3, 4, and 5 are explained at the bottom
of the form

b. USMEPCOM Form 601-4-1-R-E (MEPS School File Data | nput
Record). Use this formto record school information for input
into the MEPS conputer system Instructions for conpleting the
formare as foll ows:

(1) School Code: Enter the assigned school code. |If the
school is a new listing, obtain a school code from MOP-TD.

(2) School Nane: Enter the nane of the school.

(3) Street Address: Enter the street address, being
careful to space between words and nunbers for clarity. For
exanpl e, abbreviate such words as Lane (LN), Drive (DR), Road
(RD), etc.

(4) Cty: Enter the nane of the city. Use spaces and
hyphens where applicabl e; do not abbreviate.

(5) State: Enter the two-letter State abbreviation.
(6) ZIP Code: Enter the correct 5-digit ZI P Code.

(7) Date Scheduled: Enter the 6-digit date in YY/ VWM DD
format.

(8) Jr/Sr Schedul ed: Enter the nunmber of juniors and
seni ors scheduled to test.

(9) Oher Scheduled: Enter students other than juniors
and seniors in this block. (Do not enter total of all students.)

(10) Tel ephone: Enter area code and 7-digit nunber.
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(11) G ades: Enter the total nunber of grades in the
school (i.e., for a 3-year high school wite “03", for a 4-year
hi gh school wite “04", for a 2-year technical school or junior
college wite “02", etc.).

(12) District Nunmber: Enter the school district nunber.

(13) District Name: Enter the nanme of the schoo
district.

(14) Seniors: Enter the senior (12th grade) popul ation.
(15) Juniors: Enter the junior (11th grade) popul ation.

(16) Sophonores: Enter the sophonore (10th grade)
popul ati on.

(17) Freshnmen: Do not enter the freshnen (9th grade)
popul ation. It is not valid for testing purposes.

(18) Oher: Enter the school population for other than
9th, 10th, 11th, or 12th grade students. This will be the entire
popul ati on in post-secondary schools such as community coll eges
and trade school s.

(19) Type Popul ation: Enter the appropriate code fromthe
bottomof the formto reflect the type of school popul ation.

(20) Type School: Enter the appropriate code fromthe
bottom of the page to reflect the type of school.

(21) Mandatory For: Enter the appropriate code fromthe
bottom of the formto reflect the grades for which the schoo
adm ni stration has made participation in the test mandatory.

(22) Service Assigned: Enter the appropriate code from
the bottomof the formto reflect the Service that is assigned
responsibility for the school.

(23) Status: Enter the appropriate code fromthe bottom
of the formto reflect the school’s eligibility status.

(24) Reason Not Eligible: |If a school is not eligible to
test, enter the appropriate code fromthe bottomof the form

(25) Reason Not Tested: |If a school does not test, enter
the appropriate reason code fromthe bottomof the form
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c. USMEPCOM 601-4-2-R-E (Processing and Distribution Contro
Record). Use this formto track the receipt and processi ng of
all student testing answer sheets, and the printing and distri-
bution of school products. Use it to generate the session

nunber. It may be used as a suspense log for rel ease of student
results after school products are mailed. The TC will ensure the
formis accurately maintained. Instructions for maintaining the

formare as foll ows:

(1) School Nane and School Code: Enter the school nane
and school code from USMEPCOM Form 601-4-3-R-E

(2) Date Tested and Booklets Uilized: Enter this
i nformati on as provided by the TA in part C of USMEPCOM Form 601-
4-3-R-E.

(3) Session Nunmber and Date Assigned: Assign a session
nunber (see app. H. Wite the session nunber followed by a
rel ease option nunber (making a total of six digits), and enter
the date the session nunber was assigned. The session nunber is
the two-digit MEPS ID and the three-digit sequential batch
nunber. It is always followed by a one-digit rel ease option
nunber to nmake a total of six digits.

(a) For split option test sessions, the five-digit
sessi on nunber assigned will be used with each option nunber and
recorded on separate lines of the form Exanple: For a session
that is option 1 and option 8 and has been assigned the session
nunber 62004, 620041, and 620048 will be recorded on separate
lines of the form

(b) For multiroomtest sessions, only one session
nunber will be assigned and recorded.

(c) In cases where individuals cheat or abandon the
test session, the session nunber will be assigned and recorded as
if it were an intentional split option session. That is, the
option code 7 will be used with the assigned session nunber to
identify the students who cheated or abandoned, and w Il be
recorded on a separate line on the form

(4) Answer Fornms Received: Enter the date and the nunber
of conpleted and partially conpleted answer forns received.
Conpl eted answer forns will be processed under one or nore of
option codes 1-6 and 8. Partially conpleted answer fornms will be
processed under rel ease option code 7. The total nunber will be
obtai ned froma manual count of the fornms at the MEPS. The
nunber nust total the nunber of test booklets used during the

E-4



6 Cctober 1997 USMEPCOM Reg 601-4

t est sessi on.

(5) Answer Forms Processed: Enter the date and the total
nunber of answer forns that were processed under each rel ease
option. This nunber should correspond to the nunber stated on
the session statistical reports generated fromthe MEPS conputer
system once the session has been successfully processed.

(6) Answer Forns Not Processed: Enter the nunber of
answer forns that could not be processed, along with the
correspondi ng code |isted on USMEPCOM Form 601-4-R-E (see a
above).

(7) Date Products Printed: Enter the date the ASVAB
Resul ts Sheets, ASVAB Test Score Results Roster, and the Re-
cruiting Service Copy was printed. The dates for these may be
di fferent.

(8) Date School Products Mailed: Enter the date the ASVAB
Resul ts Sheets and ASVAB Test Score Results Roster were mailed to
the school. This date will be used in conjunction with the
rel ease option code to determ ne when to rel ease the Recruiting
Service Copy printout to the Services.

(9) Date Service Copies Released: Enter the date copies
were made available. It nmust be the sanme for all Services.
Enter the date next to AR (Arny) and draw a vertical |ine through
t he remai ni ng date areas.

(10) Product Received/ Rel eased By: Each Service repre-
sentative should enter his or her initials in the appropriate
space when picking up the Service Copy Printout. |If printouts
are nmailed to Service representatives, no receipt initials are
required. Wether the copy is picked up or nmiled, the person
responsi ble for releasing or nmailing the service copy wll
initial this formin the “Rel eased By” area.

(11) Remarks: This space is provided for any pertinent
remar ks regarding the recei pt and processing of the test session
materials and the distribution of the school products.

d. USMEPCOM Form 601-4-3-R-E (Student ASVAB Test Record).
Use this formto schedul e student test sessions, coordinate
adm ni strative support, and record test session information. A
partially conpl eted USMEPCOM Form 601-4-3-R-E may be produced
usi ng the Student Testing Software Program Assign this formthe
same sessi on nunber recorded on USMEPCOM Form 601-4-2-R-E. Wite
t he session nunber in the blank space at the top of the form
(Refer to par. E-2c and app. H for information on assigning
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session nunbers.) The TCwll ensure the correct and conplete
preparation of this form and will keep a conpleted formin the
historical file of each school that tests. |Instructions for

conpleting the formare as foll ows:
(1) Part A

(a) Item1. Desired test date and Start tine: Self-
expl anat ory.

(b) Item 2. School nane and address: Self-expl ana-
tory.

(c) School contact nane, tel ephone: Enter the nane,
title and tel ephone nunber of the person at the school who is
responsi bl e for coordinating the schedul ed test session.

(d) SY, Initial, 2nd/3rd: Wite the SY on the top
line, e.g., 1996-97. |If this test session is the first one for
the school in the current SY, check Initial. |If the school has
tested one or nore tines before in the current SY check 2nd/ 3rd.

(e) School code: Enter the nine-digit school code.
I mportant: This code nmust be accurate to ensure proper identi-
fication and distribution of school products. For new schools
t he MEPS nust request school codes by tel ephone from HQ USMEPCOV
MOP- TD. Update the MEPS conputer systemw th the new school code
before running the answer sheets fromthe student test session.

(f) Special instructions: Enter the code for the
rel ease option selected by the school. See table 5-2 for list of
rel ease options. Release option 7 will be assigned by NMEPS
personnel only, not by the schools.

(g) Service Assigned: Enter the branch of Service
responsi bl e for scheduling, proctoring, and pronoting the
parti cul ar school .

(h) “Open season” Service: If the school was schedul ed
by other than the responsible Service during “open season,” place
t he nane of the scheduling Service here.

(i) Mandatory for: For each grade, indicate by “Y”
(yes) or “N' (no) whether students are required by schoo
adm nistration to take the ASVAB

(j) School population by grade: Enter the popul ation
for each grade.
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(k) Nunber of students schedul ed: Enter the nunber of
students per grade projected to take the ASVAB on the test date,
and the total nunber.

(1) Test room(s): Enter by nane or nunber the testing
roons that will be used for adm nistering the ASVAB. |If
addi ti onal space is needed, use part A Remarks section of the
form

(m Miltiroom Check “Yes” or “No” to indicate
whet her nore than one roomw || be used to test.

(n) Break requested: Check “Yes” or “No” to indicate
whet her a schedul ed break is required.

(o) Total proctors required: Enter the total nunber
of proctors required to proctor the projected nunber of students.

(p) No. of school proctors: Enter the nunber of
proctors for which the school is contracted.

(q) Responsible recruiter nane, tel ephone: Enter the
name and tel ephone nunber of the Service recruiter or | RC POC who
is responsible for scheduling the school and/or coordinating
proctor support.

(r) Nunber of recruiter proctors required: The nunber
of recruiter proctors needed (in addition to any proctors the
school w Il provide under contract) to nmake the total
requirenment. Fill in the nunber to be provided by each Service.

(s) Test adm nistrators: State the nunber of OPM TAs
and MEPS TAs schedul ed to adm nister the test. Indicate by
circling “Y" or “N'" if TDY is required for the MEPS TA

(t) Remarks: Self-explanatory.

(2) Part B:

(a) Item1 - School confirmation letter nmailed: Wite
in the date confirmation letter was mail ed.

(b) Item2 - School contacted to confirmtesting
details: Wite in date of last confirnmati on contact with schoo
prior to test.

(c) Item3 - TA/proctor support confirmed: Date of
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| ast confirmati on of TA/proctor requirenents.
(3) Part C

(a) Iteml1l - Date tested: (This itemand all others
in part will be conpleted by the responsible TA) Wite in the
date of the test.

(b) Item2 - Nunber of test booklets utilized: Self-
expl anat ory.

(c) Item3 - Test adm nistrator, Agency Abbr,
OPM MEPS/ SCH:  Wite in the TA' s nane and one of the three
abbrevi ati ons provided to indicate agency.

(d) Item4 - Didthe test begin on tine?: Self-expla-
nat ory.

(e) Item5 - WAs proctor support satisfactory?: Self-
expl anat ory.

(f) Item6 - Was the testing area adequate for
adm nistering the test?: Self-explanatory.

(g) Item?7 - Nunber of students tested: Place the
nunber of students tested, by grade. The total should be the
same as the nunber of books utilized.

(h) Item8 - Remarks: Self-explanatory.

(4) Test Proctor Duties/Responsibilities Briefing Certi -
fication (reverse of form: Print full nanme(s) of proctor(s).
For Service proctors indicate Service and grade. For school
proctors indicate school. Obtain signature for each proctor.

e. USMEPCOM Form 601-4-4-R-E (Recei pt of Arnmed Services
Vocational Aptitude Battery (ASVAB) Booklets). Use this formto
ensure accurate accounting for all test booklets when the test
session requires nore than one person as TA (for exanple, sone
mul tiroom sessions), and in any event where the TA nust entrust
t he booklets to an assistant or any other authorized person.
After the test is conpleted and all test booklets have been
returned by the OPM or MEPS TA, cut or tear along the dotted
line. The OPMor MEPS TAw Il retain the top half, and issue the
bottom half to the assistant.

(1) Conplete the top half of the formprior to issuing
test booklets to TA assistant.
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(a) To: Enter the MEPS nane (e.g., Chicago).

(b) From Legibly print the nanme of the assistant TA
recei ving the test booklets.

(c) Nane of School: Enter the nane of the school where
the test is being conducted.

(d) Test Booklet Serial Nunber(s): Enter the test
version and serial nunber(s) for all test booklets issued to TA
assi st ant .

(e) Signature of recipient: Self-explanatory.
(f) Date: Enter the current date.

(2) Conplete the bottomhalf of the format the end of the
test session, when booklets are returned.

(a) To: Enter the nane of the specific assistant TA
returning the test booklets (should be the “Fronf at the top of
the form

(b) Nane of School: Enter the nane of the school where
the test session has been conducted (should be the sane as at the
top of the form.

(c) From Enter the MEPS nane (should be the sane as
at the top of the fornm.

(d) In section Il the TAwlIl fill in the nane of the
assistant returning the booklets and the test booklet serial
nunbers, sign and date the form

(e) Signature of the test adm nistrator: Self-explana-
tory.

(f) Date: Self-explanatory.

f. USMEPCOM Form 601-4-5-R-E (Student Testing Dat abase
Mai nt enance Fornm). Use this formto request changes to the
student testing database related to a specific test session. It
elimnates the need for a formal nenorandum MEPS may fax the
formdirectly to HQ USMEPCOM After mai ntenance is conpleted, HQ
USMEPCOM wi I | notify the MEPS tel ephonically of the changes.
MEPS nmust wait 24 hours after maintenance is conpleted before
i nformati on can be processed. Instructions for conpleting this
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formare as foll ows:

(1) To: Already conpleted.

(2) From Enter the nane of the MEPS (i.e., Chicago).

(3) Date: Enter the date of request.

(4) Action Requested: Place an “X’ in the appropriate box
i ndicating the type of action requested. Fill in the blanks with
t he proper information where needed. Only one action should be
requested per mai ntenance form

(5) School: Enter the name of the school.
(6) School Code: Enter the school code.
(7) Session Nunmber: Enter the session nunber.

(8) Sequence Nunber(s)(if required): Enter the sequence
nunber (s) of the individual (s) who are to be deleted fromthe
student database. List in sequential order, |owest to highest.

(9) Justification: Enter a brief explanation for the
action requested.

(10) POC Nanme and Tel ephone Nunmber: Enter the nanme and
t el ephone nunber of the test coordinator. This assures the
reci pient that the test coordinator is aware of the request, and
precl udes duplication by soneone else. It also provides the nane
of the individual to be contacted in the event HQ USMEPCOM has
guesti ons.

g. USMEPCOM Form 601-4-6-R-E (Centers of Influence Event Fund
Cite Request). Use this formto request a fund cite for con-
tracting with vendor for CO event. Instructions for conpleting
this formare as foll ows:

(1) FROM (MEPS): Self-explanatory.

(2) THRU.  Sel f-explanatory.
(3) TO Self-explanatory.

(4) TO Self-explanatory.
(5) TO Self-explanatory.

(6) Nane of Co-sponsor: The nanme of any agency (e.g.,
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recruiting Service) that will share cost of event.
(7) Type of Event: Self-explanatory.

(8 Vendor: The paid provider of food (and nost often the
pl ace) for the event.

(9) No. of Attendees: Total nunber of persons for whom
nmeals will be provided.

(10) Date: The date the formis submtted by MEPS.

(11) Purpose of Event: Place a check mark in front of
t he purpose(s) that applies. Sunmarize what will be the
presentati on about the ASVAB Student Testing Program

(12) MEPS Sponsored Attendees: Wite the nunber of

persons for whom MEPS wi Il purchase food. |If there is no co-
sponsor, this nunber will be the sane as “No. of Attendees”. |If
there is a co-sponsor, fill in the nunber of persons representing

MEPS' agreed-upon share. Calculate the cost of a single neal,

i ncluding no nore than 17 percent gratuity, and multiply this by
t he nunber of nmeals MEPS will purchase. Wite this amount for
“Total anmount requested.” The renainder of this section is self-
expl anat ory.

(13) To be conpl eted by Resource Managenent, HQ USMEPCOM
Sel f - expl anat ory.

h. HQ USMEPCOM Form 601-4-7-R-E (Centers of Influence Event
After-action Report)(RCS: MOP-6). Use this formto docunent a
description of a recent CO event. Instructions for conpleting
the formare as foll ows:

(1) FROM (MEPS) The MEPS sponsoring or co-sponsoring the
event (e.g., Chicago).
(2) Location of Event: The vendor, city and State.

(3) Date/Time of Event: Self-explanatory.

(4) Centers of Influence (CO) Attendees: Place the
total nunber of attendees who were CO invitees, DOD mlitary
personnel and DOD civilian personnel in the appropriate space.
If it was a co-sponsored event, this will be the total of al
attendees present, not just those for whom MEPS purchased food.
Wite the total cost to MEPS.

(5) Sunmary of Event: Self-explanatory.
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(6) Imediate Benefits: Self-explanatory.

(7) Followp: Gve a brief description of what will be
done to ensure maximumreturn on the event (e.g., telephone calls
or mailings to attendees).

(8) Signature: Self-explanatory.

(9) Date: Self-explanatory.

i. USMEPCOM Form 601-4-8-R-E(Centers of |Influence Event
Return on I nvestnent Eval uation)(RCS. MOP-5). Use two-page form
to evaluate return on investnent for CO events. Instructions
for conpleting the formare as foll ows:

(1) From (MEPS) Self-explanatory.

(2) Location of Event: The name, city and State of the
pai d provider of services.

(3) Date/Time of Event: Date and tinme of the CO event.

(4) Answer the follow ng questions...: Check the appro-
pri ate boxes for changes that occurred as result of the CO
event, and fill in school-specific information on page 2.

(5) Describe followup action...: Sumrarize pronotional

actions taken after the event to capitalize on the exposure the
event provi ded.

(6) Describe action taken...: Self-explanatory.

(7) Gve assessnent...: Gve a sunmary statenent of the
ESS s/ Commander’s eval uation of the CO event relative to
benefits to the STP.

(8) What are likely long-termresults?: State any way the
CO event may inpact testing in the next 2 or nore years.

(9) Signature (Education Services Specialist and Date:
Sel f - expl anatory.

(10) Signature (Commander) and Date: Sel f-explanatory.
(11) (Page 2): See item (4)above.

j .  USMEPCOM Form 601-4-9-R E (Student Testing Program
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Quarterly Activity Report)(RCS: MOP-7). Use this two-page form
to summari ze activities of MEPS ESS and report to HQ USMEPCOM
Instructions for conpl eti ng USMEPCOM For m 601-4-9- R E(RCS:  MOP-
7) are as follows:

(1) FROM (MEPS) Self-explanatory.

(2) TO CSL Fill in the sector nane (i.e., Eastern Sector
or Western Sector).

(3) Date: Self-explanatory.

(4) Total nunber of school visits nmade: This nunber
shoul d equal the nunber of schools listed on the second page of
t he report.

(5) Nunber of visits to State/local...: Self-explanatory.

(6) Conferences/conventions attended: Wite the nanme of
t he convention/conference, and circle the letters that represent
t he purpose for attendance: P-ASVAB or rel ated presentation; E-
exhi bit; PD- professional devel opnent.

(7) Training/presentations: Include recruiter and MEPS
per sonnel training.

(8) Concerns/problens: Self-explanatory.
(9) Oher activities: Self-explanatory.

(10) Signature (Education Services Specialist)and Date:
Sel f - expl anat ory.

(11) Signature (Commander) and Date: Self-explanatory.
(12) Page 2: List schools visited or that were sent ACES.
k. USMEPCOM For m 601-4-10-R-E (Convention Return on
I nvest nent Eval uation)(RCS: MOP-9). Use this formw || assess
return on investnent for conventions. Instructions for
conpleting this formare as foll ows:
(1) FROM (MEPS) Self-explanatory.
(2) TO Already conpl et ed.

(3) DATE: Self-explanatory.
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(4) Organization: Gve the spelled-out nane of the organ-
i zation.

(5) Place of Convention: Convention center or hotel, and
city and State.

(6) Costs: List all financial expenditures for attendance
and participation in the convention.

(7) Total registered attendees: Use the organization's
of ficial count.

(8) The nunber of new | eads: These include business
cards, address lists and electronically produced | eads |ists.

(9) Describe followip activities, and results: Self-
expl anat ory.

(10) Nanme any new schools...: Self-explanatory.

(11) G ve an assessnent...: Self-explanatory.

(12) Signature (Education Services Specialist) and Date:
Sel f - expl anatory.

(13) Signature (commander) and Date: Self-explanatory.

E-14



6 Cctober 1997 USMEPCOM Reg 601-4

E- 15



6 Cctober 1997 USMEPCOM Reg 601-4

Appendi x F
Li st of States and Representative MEPS

For each State and the Commonweal th of Puerto Rico, one MEPS
commander and the associated ESS w |l be assigned responsibility
to represent the ASVAB STP in all nmatters involving state |evel
education departnents and officials. States and the designated
MVEPS:

STATE VEPS

Al abama Mont gonery
Al aska Anchor age
Ari zona Phoeni x
Arkansas Littl e Rock
California Sacr anment o
Col or ado Denver
Connecti cut Springfield
Del awar e Phi | adel phi a
Fl ori da Tanpa

Ceorgi a Atl ant a
Hawai i Honol ul u

| daho Boi se
I1linois Chi cago

I ndi ana I ndi anapol i s
| owa Des Mbi nes
Kansas Kansas Gty
Kent ucky Louisville
Loui si ana New Or | eans
STATE VEPS

Mai ne Portl and ( ME)
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Maryl and and Wash DC Bal ti nore
Massachusetts Bost on

M chi gan Lansi ng

M nnesot a M nneapol i s
M ssi ssi ppi Jackson

M ssouri St. Louis
Mont ana Butte
Nevada Sacr anment o

New Hanpshire

Portl and (MVE)

New Jer sey New Yor k

New Mexi co Al buquer que
New Yor k Al bany

North Carolina Ral ei gh

Nort h Dakot a Far go

Chi o Col unbus

k|l ahoma Ckl ahoma City
Oregon Port | and
Pennsyl vani a Harrisburg
Rhode | sl and Bost on

South Carolina

Ft. Jackson

Sout h Dakot a

Si oux Falls

Tennessee Nashvill e
Texas San Ant oni o

Ut ah Salt Lake City
STATE VEPS

Ver nont Al bany
Virginia Ri chnond
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Washi ngt on Seattle
West Virginia Beckl ey
W sconsin M | waukee
Wom ng Denver
Commonweal t h MEPS
Puerto Rico San Juan
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Appendi x G
Checklist for Conducting an ASVAB Test Session

G 1. Before a scheduled test date, the T TA wll:

____a. Ensure the school information (school code, nane,
address, tel ephone, etc.) is entered into the MEPS conputer
system and the PC based Student Testing Software Program

____b. Ensure the follow ng schedullng information is
entered on part A of USMEPCOM Form 601-4-3-R-E

School nanme, address, ZI P Code, and
school code.

Nane and tel ephone nunber of scheduling
of ficial.

_____Service assigned (responsible for
proctor support).

_ Nunber of students scheduled to test.

_ Nunber of Service proctors provided by
the responsi bl e Service.

____Name and tel ephone nunber of the
schedul i ng recruiter.

_c. Ensure adequate testing tine (mninmm3 hours,
preferably 3 hours and 15 ninutes) is avail able.

___d. If necessary, coordinate availability of test
adm ni strators with OPM

~e. Two to three work days before a schedul ed test
date, MEPS TA's assigned to administer the test will confirmthe
followi ng with school official(s) and scheduling personnel. In
i nstances where OPMis responsible for admnistering the test,
the assigned OPM TA will assune the confirmation duties per CE
611-1.

_ Date and start/stop tine of test.
Location of test.

Nunmber of students to be tested.

Nunber of proctors required.
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_ Points of contact.

_____ Special provisions for the test.
_ Speci al arrangenents or agreenents nade
by the recruiting Services or other
schedul i ng personnel (i.e.,
proct or support).

f. Contact the responsible recruiting Service POC to

verify:

Time and date of the test.

Location of the school to be tested.

Service proctor arrival 30-45 m nutes
before the test session.

Service proctor will be dressed
in the proper mlitary uniform (No
utility uniform utility conbination
uni formnor civilian clothing will be
worn by a mlitary proctor unless
previ ously authorized by the MEPS
commander in coordination wth the
| RC.)

9. Ensure USMEPCOM Form 601-4-3-RE, part B (schoo
confirmation), is correctly conpleted.

____h. Ensure adequate supply of materials.
_ Red felt-tip pen, and a spare, to
circle | ast answer on the sheet when
a student | eaves the room

_ Nunber of test booklets - nunber of
students plus an additional 10
per cent . Al'l test versions will be
used.

___ Nunber of answer sheets for total
nunber of test bookl ets.

__ Nunber 2 pencils for total nunber of
students pl us spares.
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____Scratch paper for total nunber of
students plus spares.

____Inventory test booklets by bookl et
nunber .

__ Nunber of privacy act statenents -
nunber of students plus spares.

_ Countdown interval tinmer.

___ Make sure containers are | ocked to
secure test nmaterials.

G 2. On the scheduled test date, the TA (either MEPS or OPM
will:

a. Arrive 30-45 mnutes prior to testing.

b. Possess a current USMEPCOM Form 601-4-3-R-E for the

school, with parts A and B conpl et ed.

___c. If oPM fill out OPM Form 697-A to record test
session i nformation.

___d. Check the testing site. It nust pronote pro-
fessional testing.

____ Adequate |ighting.

____ Adequate public address system if
necessary.

_ Adequat e seating and wor ki ng space for
each student.

e. Brief the proctors.

__ Assign each proctor an area.

_ Each responsible for no nore than 40
students.

Move around each area.

_____ Proper and concise answers to
guestions. G ve no explanation or
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clarifying response to inquiries about

test questions. Direct the student to

reread the question.)

No recruiting; no single Service
adverti sing.

Br eaks when requested by school or
i ndi vi dual .

TA is "I N CHARGE. "

Remain in testing roomfor entire test
sessi on.

What to do in cases of an energency.

f. GCbtain an accurate count of students in the test

sessi on.

9. Ensure 40:1 student/proctor ratio is maintained.

Specifically:

h Instill a positive testing environment.

_ Establish rapport with students.
_ Encourage students to do their best.

______warn about the consequences of
cheati ng.

____ Explain enmergency procedures.
____ Explain about individual student

breaks. (Students will not | eave the
roomwith testing naterials.)

__ Explain inportance of student's
signature on the back of page 1 of the
answer form (Signature is required
for issuance of test results.)

Make sure each student has an answer
form test booklet, scratch paper and
No. 2 pencils.

i. Adm nister the ASVAB test.
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____Read instructions VERBATI M from Manua
for Adm nistrati on (ASVAB 18/19).

_____ TA should be the focal point in front
of room

Col | ect conpl eted page 1 of the answer
sheet.

Make sure page 1 of the answer sheet is
correctly filled out.
(blocks 1,7,9,11, 13).

Verify student's signature on back of
page 1.

If possible, record start/stop tine in
front of the class.

Set timng device properly.

Moni tor proper timng of each subtest.

_____Maintain control of the test session.
If a student | eaves the room coll ect
test material and circle last item

answered with red felt-tip pen.

___j. Once the test has been conpleted, collect test
bookl ets, student answer forns, scratch paper and pencils.

k. Before dism ssing the students, inventory the test
bookl ets, answer fornms and used scratch paper. The TA w |
conplete the bottom portion of USMEPCOM Form 601-4-4-R-E

G 3. After the test has been conpleted and inventoried, the TA
will:

____a. If necessary, prepare USMEPCOM Form 601-4-R-E to
record any test discrepancies.

b. Conplete part C of USMEPCOM Form 601-4-3-R-E

____Cc. Make sure all proctors sign USMEPCOM For m
601-4-3-R-E, acknow edgi ng responsibilities.
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___d. Properly package answer forns for shipnment. In-
cl ude answer sheets, used scratch paper, USMEPCOM Form 601-4-3-R-
E, USMEPCOM Form 601-4-R-E, and if OPM TA, OPM Form 697- A

___e. Ship or hand carry the conpl eted package:

____ To applicable MEPS.

____ Not later than 48 hours after the test
has been conpl et ed.

By FedEx, UPS, or certified mail.
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Appendi x H
GQui delines for Assigning Test Session Numbers

H 1. Definition of terns

a. Session nunber - a 5-digit nunber which identifies MEPS
and the sequential batch nunber. IT IS ALVMAYS FOLLOAED BY A ONE-
DA T RELEASE OPTION TO FORM A 6-DI G T NUMBER THAT | DENTI FI ES THE
SESSI ON AND THE RELEASE OPTION. For exanple, followng is a
breakdown into representative conponents the 6-digit nunber
701028:

Session nunber = 70 (MEPS I D) + 102 (sequential batch nunber)
Rel ease option code = 8

b. Session - the adm nistration of the conplete test in a
specified tinmeframe at one school. One session may be admi n-
istered in nore than one room using one or several TAs. Only
one session nunber is assigned a nmultiroom adm nistration of the
test.

c. Split-Option (nmultiple release) Session - This is a
sessi on where the school selects nore than one rel ease option.
It is assigned one session nunber that is used wwth each of the
option codes. (Exanple: The 6-digit nunbers 701021, 701027, and
701028 represent one session with three options.)

d. Split Session - A session where subtests 1 through 5 (at a
m nimum) are administered, test materials are coll ected and
students are dism ssed to be reassenbled at a later tine (up to 7
days) to conplete the test. Split sessions are assigned one
sessi on nunber.

H 2. Exanples of student testing situations

a. Forty-two (42) students participated in a split-option
session. Twenty-five (25) students were designated rel ease
option 1, and seventeen (17) students were designated rel ease
option 8. During the test session two (2) students fromthe
option 8 group were dism ssed for cheating. A single session
nunber will be assigned (for exanple, 03101), and MEPS will be
credited with one session. The session nunber will be used with
each of the three option codes:

031011 - no special instructions - 25 students
031018 - no recruiter contact fromthis listing - 15
students
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031017 - not valid for enlistnent - 2 students

A USMEPCOM Form 601-4-R-E will be conpleted for the two students
processed under special instruction nunber 7.

b. A split session was given where subtests 1 through 5 were
gi ven one norning and the remaining subtests were given 4 days
later in the afternoon. One student was dism ssed for cheating
after subtest 6. A single session nunber was assigned for the
t est session.

701021 - no special instructions - 50 students
701027 - not valid for enlistment - 1 student

c. A school tests a |large session of 300 students. The test
is given by two TAs. The test is admnistered in tw separate
roons. Three release options were selected. This is a SINGE
test session that will be assigned one session nunber and three
rel ease options.

03 103 1 - no special instructions - 148 students

03 103 5 - do not release until end of school year -
148 students

03 103 7 - not valid for enlistnment - 4 students

d. A session is conducted in the norning with one group of
students and another session in the afternoon with a conpletely
different group of students at the sane school. Two separate
session nunbers will be assigned because they are two conpletely
di fferent sessions.

70 104 1 - session nunber 104, no special instructions
70 105 1 - session nunber 105, no special instructions

Exception to this policy - if a school needs statistical data
for all the testers conbined, the MEPS may process the session
under one session numnber.

H 3. Handling of USMEPCOM For m 601-4-3-R-E by nore than one TA
It is desirable to have only one USMEPCOM Form 601-4-3-R-E
showi ng the total nunber of TAs in the space provided. There nay
be situations that require that each TA be provided a copy of
USMEPCOM For m 601-4-3-R-E. For exanple, if two or nore TAs
admnistering the test in widely separated areas of the schoo

and using their own test materials, it may be nore convenient for
each to have a copy of USMEPCOM 601-4-3-R-E. If nore than one
USMEPCOM For m 601-4-3-R-E is used, prepare a formfor each
testing area and indicate the test roonfarea, proctor support
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requi red for each area, and the nunber of OPM MEPS TAs bei ng used
for the area. The TC, upon receipt of the test materials, wll
consolidate all the information fromthe fornms and derive a grand
total for the nunmber of students tested, nunber of TAs used,
nunber of proctors required/ present, etc. Assign one unique
sessi on nunmber as shown above.
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A ossary

Section |
Abbr evi ati ons

ACES
ASVAB Career Exploration System

AFQT
Armed Forces Qualifying Test

ATCO
assistant test control officer

ASVAB
Armed Services Vocational Aptitude Battery

CE
career entry

CEP
Career Exploration Program

ca
centers of influence

CPO
civilian personnel office

CSL
command sector |iaison

DA
Departnment of the Arny

DVDC
Def ense Manpower Data Center

DOD
Depart nent of Defense

DODDS
Depart ment of Defense Dependent School

ESS
education services speciali st

3 ossary-1
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FedEx
Federal Express

FN
file number

HQ USMEPCOM
Headquarters, United States MIlitary Entrance Processi ng Conmand

| AW
in accordance with

I D
identification

| DP
| ndependent Devel opnent Pl an

| F
| nt erest Fi nder

| MPAC
I nternati onal Merchant Purchase Authorization Card

| RC
Interservice Recruitnent Conmittee

JRCC
Joint Recruiting Conmander Counci

MAPWG
Manpower Accession Policy Wrking G oup

MAQ
maxi mum al | owabl e quantity

MVEPS
mlitary entrance processing station

M RS
MEPCOM | nt egr at ed Resource System

MOVER
MEPS (bl i gati on Workl oad Executi on Report

NLT
not | ater than
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NVP

nati onal marketing plan

OASD

Ofice of the Assistant Secretary of Defense
oPM

O fice of Personnel Managenent
POC

poi nt of contact

QAR

Quarterly Activity Report

Qi C

guantitative information conparison

RCS
requi renent control system

SF
standard form

STP
Student Testing Program

STARPUBS
Standard Arny Publications System

STR
St udent Testing Report

STS
St udent Testing System

SY
school year

TA
test adm ni strator

TC
t est coordi nat or
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TCO
test control officer

TDY
tenporary duty

TOM D
Testing Operations Managenent Data

ul
unit of issue

UPS
Uni ted Parcel Service

USMEPCOM
United States Mlitary Entrance Comand

d ossary-4
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| ndex

This index is organi zed al phabetically by topic and by subtopic
within topic. Topics and subtopics are identified by paragraph
nunber .

ASVAB t est
Adm ni stration tinme, 2-13
Descri ption, 2-2
Vol untary aspect, 2-18

Centers of influence
After-action report, 8-5
At t endance constraints, 8-3
Fundi ng, 8-2
Prohi biti ons, 8-4
Return on investnent, 8-6

Dat abase
Addi ng a school record, 6-2
Changes in, 6-1
Del eting record, 6-10
Nont esting schools, 6-5
Printing from 6-11

I ndi vi dual devel opnent plan, 9-6
Mar keting plan, 1-4, C1

Or gani zat i ons
ESS participation, 9-2, 9-4
Menber shi p purchase, 9-3

Proct or support
Arrival time, 3-5
No- show, 2-11
Notification, 2-8

Rati o, 2-8
Rol e, 2-10
Wai ver, 2-8

Pr of essi onal devel opnent, 9-5

Recruiter printout, 5-7
Rel ease options, 2-7

Schedul i ng

Confirmation, 2-6
Dates, 2-6
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Open season, 2-4

Priority, 2-5
Speci al instructions. See Rel ease options.
Support materials, D1

Test session
Assi gni ng nunber, H1
Breaks, 2-16, 3-6
Cancel | ation, 2-12
Checklist, G1
D stractions, 2-14
Managi ng i nformation of, 7-1
Multi room 4-3
Nonschool hour, 2-17
Schedul i ng, 2-3
Split, 2-15
Split option, 2-7, H1
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